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A Message from Human Resources 


Dear Del Taco Employee, 


On behalf of all our employees, welcome to Del Taco! You are now part of one of the most 
exceptional companies in the industry. 


Maybe you think Del Taco is one of those new fast-food concepts. Think again. The first Del Taco 
opened way back in 1964 in Yermo, California. Our customers have always enjoyed our freshly 
prepared, made-to-order Mexican food, fast service, and value. 


Today, after more than 50 years, Del Taco has grown to become a major player in the Mexican 
quick-service restaurant category. With 600 restaurants in 16 states, Del Taco is the second largest 
Mexican QSR chain by units in the United States. 


Perhaps the best news is that you have chosen to join the company at a time when Del Taco is 
entering our most ambitious phase of development which means a lot of opportunity for anyone who 
works hard and wants to get involved. The success of the company depends on the support of 
devoted employees, such as you. 


We know that a company is only as good as its individual employees, which is why we strive to hire 
the best and why we focus on team-efforts and rewards. 


We hope that your new position with Del Taco will be a rewarding and fun experience. You will no 
doubt have many questions about your job duties and what Del Taco expects of you. This Handbook 
is designed to answer many of these questions however, you should always feel free to discuss items 
of concern with your manager, or the appropriate person at the Corporate Support Center. 


Thank you for helping Del Taco to achieve its goals as we strive for future success! 


Jeanne Graves 


Jeanne Graves 


Vice President — Human Resources 
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This Handbook 


This Handbook is designed to acquaint you with Del Taco and to provide you with information about 
working conditions and policies affecting your employment at our restaurants. 


Following the policies described in this Handbook is a condition of continued employment. However, 
nothing in this Handbook alters an employee’s at-will status. 


This Handbook shall not create any legally enforceable contractual obligations, representations, or 
warranties on the part of the Company. This Handbook is not intended to, nor shall it, create a 
contract (whether express, implied, or by operation of law) of employment between you and Del Taco. 


You are responsible for reading, understanding, and complying with the provisions of this Handbook 
and any other policies you may receive. Our objective is to provide you with a work environment that 
is constructive to both personal and professional growth. 


Some of the provisions in this Handbook are required by federal and state laws and are subject to 
immediate and automatic revision to comply with changes in such applicable law. To the extent that 
there is conflict between this Handbook and any applicable law, the law will supersede. 


This Handbook supersedes all previous employee Handbooks and memos that may have been issued 
from time to time on subjects covered in this Handbook. Since our business and our organization are 
subject to change, we reserve the right to interpret, change, suspend, amend, cancel, or dispute with 
or without notice all or any part of our policies, procedures, and benefits at any time. We will notify all 
employees of these changes. Changes will be effective on the dates determined by the Company, and 
after those dates all superseded policies will be null. 


No individual supervisor or manager has the authority to change policies at any time. If you are uncertain 
about any policy or procedure, speak with Human Resources. 


If for any reason, you have any difficulty reading or understanding any of the provisions of this 
Handbook, please contact the Human Resources Department. We will gladly assist you. 
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The Way We Work 
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“At Will” Employment 


Employment with the Company is strictly “at-will,” meaning that you or the Company may terminate 
the employment relationship at any time, for any reason, with or without cause, and with or without 
notice. In addition, the Company may alter the terms of your employment, such as demotion, 
discipline, promotion, transfer, or to change your compensation, benefits, duties, shift and/or location 
of work. 


There is not, and shall not be, any agreement (whether express, implied, or by operation of law) 
between the Company and you for any fixed-term, or for continuing or long-term employment. The 
Company makes no representations or warranties whatsoever in relation to your employment, 
including without limitation, the stability, enjoyment, promotional possibilities, type of work or location, 
or long-term prospects of employment with Del Taco. While managers have limited hiring authority, 
no one at Del Taco (including any third-party representative) has any authority to alter the “at-will” 
relationship except as previously specified herein. 


Your Application for Employment & Information Updates 


We rely upon the accuracy of information contained in the employment application, any information 
updates you provide, and the accuracy of other data presented throughout the hiring process and 
employment. Any misrepresentations, falsifications, or material omissions in any of this information 
or data may result in exclusion of the individual from further consideration for employment or, if the 
person has been hired, termination of employment. Employees are obligated to keep the Company 
updated on all contact and other personal information such as status of marriage, beneficiaries, etc. 


Equal Employment Opportunity 


Del Taco is committed to a policy of Equal Employment Opportunity (EEO) for all applicants and its 
employees. Del Taco will not discriminate against employees or applicants in an unlawful manner 
including, but not limited to factors such as: race, color, religion, sex, pregnancy, national origin, 
ancestry, citizenship, age, veteran or military status, marital status, physical or mental disability, 
protected medical condition, sexual orientation, genetic predisposition, or genetic information, and/or 
any other characteristic protected by state, federal and local laws. Del Taco also makes reasonable 
accommodations for disabled employees in accordance with applicable law. 


Equal employment opportunity will be extended to all persons in all aspects of the employer-employee 
relationship including, but not limited to recruitment, hiring, placement, benefits, promotions, training, 
transfer, discipline, layoff, recall, working conditions, wages and salary administration, performance, 
employee benefits and application of policies, and termination. Under the California Fair Pay Act and 
federal law, the Company prohibits pay discrimination between employees of the opposite sex or 
between employees of another race or ethnicity or any other factor where both are performing 
substantially or similar work. Pay differentials may be valid in certain situations defined below and 
employees will not be retaliated against for inquiring about or discussing wages. 
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Any employee who violates this policy is subject to discipline, up to and including termination of 
employment. You may discuss equal employment opportunity related questions with Human 
Resources. 


The policies and principles of EEO also apply to the selection and treatment of independent 
contractors, personnel working on our premises who are employed by temporary agencies 
and any other persons or firms doing business for or with Del Taco. 


You Are the Company 


As far as our guests are concerned, YOU ARE THE COMPANY. You represent our Company with 
each and every contact and each and every interaction with our guests. Therefore, you are expected 
to be Del Taco’s ambassador of professionalism, courtesy, fun and goodwill. 


Servicing our guest’s individual needs demands excellent service, commitment, and friendliness from 
all of us. When guest service is needed, we ask that you respond immediately. Our operating 
principles direct us to achieve 100% guest satisfaction each and every time we come in contact with 
one of our guests — internal or external. 


Guest satisfaction is very subjective and is always defined by the particular guests’ experience. 


Therefore, we must exceed the expected level of guest satisfaction; not just meet it. If our guests are 
not "wowed", even though we have given what we think is good service, then we have not attained 
our objective. 


We ask that you always follow the guidelines presented during your training, balance that with your 
best judgment and common sense, and follow through with the best guest service you can provide. 
Go out of your way to make a guest’s experience memorable and happy. 


If you make an error in judgment, we would rather have it be in the guest’s favor, than the Company's. 
When guest satisfaction is exceeded, we are consistent with our stated purpose allowing us to 
enhance our reputation and enjoy improved sales. 


Our quality and service level make the difference between an average company and an exceptional 
company. Our guests are our business. We work in a very competitive industry and our guests are 
willing to pay a premium because they are aware of the exceptional quality and great food that we 
deliver. Your courtesy, accuracy, knowledge, and efficiency can make the difference between 
developing guest-loyalty and losing them as customers. If you don’t know how to assist a guest, ask 
your manager. 


We therefore intend to deliver those expectations to our guests without fail. How we look, how we act 
how we communicate, and how we treat our guests is critical to their overall experience. We want 
every guest to leave our restaurants excited, happy, and anxious to return. 
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Your Voice Helpline: Our Employee Relations Philosophy & 
Open Door Policy 


We seek to provide an “open door” policy with a spirit of cooperative teamwork and respect. Most 
importantly, we strive to have a workplace where problems can be discussed and resolved in a 
mutually respectful manner. We always encourage you to present any work-related problems you 
may have to your immediate General Manager or your Above Store Leader so the Company can 
attempt to resolve the issue through an examination and discussion of the facts. We are especially 
sensitive to potentially harmful or dangerous matters such as safety concerns, illegal conduct, 
embezzlement and theft, unlawful harassment, retaliation, and discrimination. 


Serious matters will require an official investigation where Human Resources may become involved. 
These matters may require that relevant witnesses be interviewed. It is each employee’s duty to 
cooperate fully and honestly in any investigation. We hope that your General Manager will be able to 
satisfactorily resolve most matters, but we certainly can’t guarantee that complaints will always be 
resolved the way that you would like them to be. If your General Manager is part of the issue, you 
may bypass them and speak directly with your Above Store Leader and/or your Regional HR 
Manager. 


You may also voice your concerns through “Your Voice HelpLine”, our confidential employee ethics 
and compliance hotline (the “Helpline”). The purpose of the HelpLine is to ensure that our employees 
can safely and honestly communicate issues and concerns associated with inappropriate, unethical, 
or illegal activities, safety or other work concerns with Del Taco management while maintaining 
confidentiality. The HelpLine strives to make reporting issues and concerns as straightforward and 
uncomplicated as possible to give management the ability to receive and resolve allegations of 
misconduct or other problems in the workplace. 


One of the most tangible components of our compliance program is the reporting channels that 
employees can use without fear of retaliation. The HelpLine is available 24-hours/7 days per 
week/365 days per year. The HelpLine has two reporting methods: 


# On-line reporting via the web at www.deltacohotline.com 
« Toll free via telephone at (800) 461-9330 


Our HelpLine has live operators who are bilingual and can answer calls either in English, Spanish and 
many other languages. 


When you contact the HelpLine you may choose to remain anonymous, however, your anonymity can 
most likely affect our ability to properly investigate the situation. 


Our HelpLine has the highest levels of professionalism, ethics, legal compliance, and optimum 
employee happiness. Regardless of how you choose to bring any complaint or issue forward, we 
welcome and encourage you to bring your input, questions, suggestions, complaints, feedback, and 
comments to our attention. Careful consideration will be given to each of these in our continuing 
efforts to improve employee relations. 
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Immigration Law Compliance & eVerify 


The Immigration Reform and Control Act (IRCA) of 1986 imposes compliance obligations and 
responsibilities on every employer regardless of size. Del Taco is committed to full compliance with 
these laws and only employs those individuals legally eligible to work in the United States. 


In complying with these laws we are required to verify each and every employee’s identity and legal 
authority to work in the United States. If you are aware of any Del Taco employee or contractor who 
does not have a legal right to work in the United States, or who has used false identification to attain 
work with Del Taco, then you should immediately report the matter to Human Resources or to the 
Your Voice HelpLine. 


All offers of employment are contingent upon satisfying these requirements. All employees, including 
rehires, are required to provide proof of work eligibility and legal authority to work in the United States 
by completing the employee portion of Form I-9 and providing the required documentation to fully 
satisfy the form’s requirements. 


In addition, Del Taco LLC participates in the eVerify program with information from each new 
employee’s Form I-9 to confirm work authorization. 


If you believe that Del Taco has violated its responsibilities under this program or has discriminated 


against you during the employment eligibility verification process based upon your national origin or 
citizenship status, please call the Office of Special Counsel at 800-255-7688, 800-237-2515 (TDD) or 


at www.justice.gov/crt/osc. 


Americans with Disabilities Act 


The Americans with Disabilities Act (“ADA”) and the Americans with Disabilities Amendments Act, 
known as the ADAAA, are federal laws that prohibit employers from discriminating against applicants 
and individuals with disabilities and ensure that when needed, provide reasonable accommodations to 
applicants and employees who are qualified for a job, so that they may perform the essential job 
duties of the position. 


Del Taco does not discriminate on the basis of disability in treatment of or employment with the 
Company and is committed to complying fully with the ADA and ADAAA, and ensuring equal 
opportunity in employment for qualified persons with physical or mental disabilities. All employment 
practices and activities are conducted on a non-discriminatory basis. Furthermore, it is our Company 
policy not to discriminate against qualified individuals with disabilities in regard to application 
procedures, hiring, advancement, discharge, compensation, training or other terms, conditions and 
privileges of employment. 


Del Taco will make reasonable accommodation(s) to the known physical or mental limitations of 
qualified applicants or employees with disabilities to enable them to perform the essential job duties 
unless such accommodation(s) would impose an undue hardship on the Company. 


Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or 
changes in compensation) as well as in job assignments, classifications, organizational structures, 
and position descriptions. Leave of all types will be available to all employees on an equal basis. 
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Del Taco is also committed to not discriminating against any qualified employees or applicants 
because they are related to or associated with a person with a disability and will follow any state or 
local law that provides individuals with disabilities greater protection than the ADA. 


This policy is neither exhaustive nor exclusive and the Company is committed to taking all other 
actions necessary to ensure equal employment opportunity for persons with disabilities in accordance 
with the ADA and all other applicable federal, state, and local laws. 


Confidentiality 


It is our policy that all information considered confidential will not be disclosed to external parties or to 
employees without a “need to know.” If you question whether certain information is considered 
confidential, please check with Human Resources. 


This policy is intended to alert employees of the need for discretion at all times and is not intended to 
inhibit normal business communications. 


All inquiries from the media must be referred to the appropriate personnel in accordance with the 
Company’s Social Media Policy. 


Human Resources Department 


In addition to your supervisor/manager, Del Taco’s Human Resources Department can help you to 
understand the Company’s policies, practices, payroll, benefits and other employment and 
administrative procedures. 


The Human Resources Department provides support to managers and employees to help maintain a 
positive working environment. If you or your manager need assistance resolving issues around policy 
interpretation, performance, salary and/or career development, or any other matter involving your 
employment with the Company, you should feel free and comfortable to contact your Regional Human 
Resources Manager for your Region. Additional resources are also available to you should you need 
assistance: 


» Region 1 — Ana Rivera, Regional HR Manager (Los Angeles and surrounding area) 


» Region 2 — Marcella Torres, Regional HR Manager (Oklahoma, Inland Empire, and surrounding 
areas) 


» Region 3 — Imelda Lopez Arredondo, Regional HR Manager (Southern California & Nevada) 
» Region 4 — Carol Zamora, Director of Field HR (Georgia) 
» Region 5 — Lupe Lopez, Regional HR Manager (Greater Los Angeles, Sacramento) 


= Support Center — Jeanne Graves, Vice President HR 
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The Support Center Human Resources Department also administers and maintains centralized 
Company policies and procedures, maintains compensation and benefit plans as well as electronic 
personnel records for all employees. It is important to keep your records up to date as this information 
is used for benefits administration, notification in case of an emergency, and many other aspects of 
your employment with Del Taco. 


Del Taco is committed to fostering a diverse workforce, and maintaining a workplace that is equitable, 
inclusive, and safe for all employees. From recruiting practices, to pay and benefits, promotions, and 
all other aspects of employment with us, an environment of equity is of the utmost importance. 


We not only recognize that you, our employees, comprise a wide range of backgrounds and 
characteristics, but we believe those differences should be celebrated and valued. Whether it’s race, 
religion, gender, national origin, ancestry, color, language, age, marital status, sexual orientation, 
gender identity, gender expression, physical or mental disability, medical condition, genetic 
information/characteristics, veteran status, political affiliation or any other characteristic, these are 
parts of each of you that contribute to your experiences as humans, and ultimately to the knowledge 
and expertise that make you such a valuable and welcomed asset to the Company. 


Del Taco is committed and determined that there is access opportunity and advancement for all 
individuals. We are always looking for ways in which we can cultivate an inclusive work environment, 
strengthen our cultural competency, and train our managers and employees to provide opportunities 
for growth and development. 


It is our intention that all our employees, regardless of any particular background or characteristic, are 
always treated with dignity and respect. Likewise, we expect that as our employees, you treat your 
coworkers, supervisors, managers and other team members with the same dignity and respect at all 
times. 


Disrespect, inappropriate behavior or conduct toward others will not be tolerated and may subject an 
employee to disciplinary action, up to and including termination of employment. If you feel you have 
been mistreated, harassed, or discriminated or retaliated against in violation of the Company’s 
Harassment, Discrimination and Retaliation Prevention policy, please contact your supervisor, 
manager, or any other resource you are comfortable reporting to within the Human Resources 
Department. 


Policy Against Discrimination, Harassment (Including Sexual 
Harassment) and Retaliation 


Del Taco believes in respecting the dignity of every employee and expects every employee to show 
respect for all of our employees, customers, and vendors. Respectful, professional conduct furthers 
Del Taco’s mission, promotes productivity, minimizes disputes, and enhances our reputation. 
Accordingly, Del Taco’s Policy Against Discrimination and Harassment forbids any discrimination or 
unwelcome conduct that is based on an individual’s race(including natural hair), color, religion 
(including religious dress and grooming practices), sex, gender (including pregnancy and perceived 
pregnancy , childbirth, breastfeeding and medical conditions related to pregnancy, childbirth or 
breastfeeding), gender identity, gender orientation or expression, sexual stereotypes, national origin 
including language use and restrictions), age, physical disability (including HIV and AIDS), mental 
disability, ancestry, medical condition, genetic information, denial of family or medical leave, marital 
status, military or veteran status, citizenship status, sexual orientation, or any other legally protected 


Del Taco Restaurant Handbook 2021 Page | 12 


status of an individual or that individual’s associates ore relatives. Del Taco is thus committed to 
providing a work environment that is free of unlawful discrimination, including harassment that is 
based on any legally protected status and retaliation. Del Taco will not tolerate any form of 
harassment that violates its policy. 


Coverage 


Del Taco’s Policy Against Discrimination, Harassment, and Retaliation applies to all employees, 
supervisors, managers, officers, directors, vendors, suppliers, third parties, customers, or agents of 
Del Taco. 


Prohibited Conduct 


The conduct prohibited by Del Taco’s Policy Against Discrimination and Harassment, whether verbal, 
physical, or visual, includes any discriminatory employment action and any unwelcome conduct that is 
inflicted on someone because of that individual’s protected status. Among the types of prohibited 
conduct are epithets, slurs, negative stereotyping, intimidating acts, and the circulation or posting of 
written or graphic materials that show hostility toward individuals because of their protected status. Del 
Taco prohibits that conduct in the workplace, even if the conduct is not sufficiently severe or pervasive 
to constitute unlawful harassment. 


Sexual Harassment 


Sexual harassment is a problem that deserves special mention. Harassing conduct based on gender 
often is sexual in nature but sometimes is not. This policy forbids harassment based on gender 
regardless of whether the offensive conduct is sexual in nature. Any unwelcome conduct based on 
gender is also forbidden by this policy regardless of whether the individual engaged in harassment and 
the individual being harassed are of the same or are of different genders. 


According to the U.S. Equal Employment Opportunity Commission ("EEOC") and the Department of 
Fair Employment and Housing ("DFEH"), sexual harassment involves unwelcome sexual advances, 
requests for sexual favors, and other verbal, physical or visual conduct of a sexual nature, or 
harassment based on gender that is not of a sexual nature; such conduct constitutes unlawful sexual 
harassment when (1) submission to such conduct becomes an implicit or explicit term or condition of 
employment, (2) submission to or rejection of the conduct is used as the basis for any employment 
decision, or (3) the conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance or creating an intimidating, hostile or offensive working environment. 


Del Taco’s Policy Against Discrimination, Harassment, and Retaliation forbids harassment based on 
gender regardless of whether it rises to the level of a legal violation. Examples of sexual and gender- 
based harassment forbidden by this policy include (1) offensive gender or sex-oriented verbal 
kidding, teasing or jokes; (2) repeated unwanted sexual flirtations, advances or propositions(asking 
you to do something of a sexual nature in exchange for something); (3) verbal abuse of a sexual 
nature or related to gender; (4) graphic or degrading comments about an individual's appearance or 
sexual activity or gender; (5) offensive visual conduct, including leering, making sexual gestures, the 
display of offensive sexually suggestive or gender based objects or pictures, cartoons or posters; (6) 
unwelcome pressure for sexual activity; (7) offensive, suggestive or obscene letters, notes or 
invitations; or (8) offensive physical contact such as patting, grabbing, pinching, blocking or brushing 
against another’s body. 
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Retaliation 


Del Taco forbids any employee or third party from retaliating against any individual (or their close 
associate) for reporting discrimination or harassment, for assisting another employee or applicant in 
making a report, for cooperating in an investigation, or for filing an administrative claim with the DFEH 
or EEOC. All employees who experience or witness any conduct they believe to be retaliatory should 
immediately follow the reporting procedures stated below. 


Employee Responsibility 


Everyone at Del Taco can help assure that our workplace is free from prohibited harassment. 
Everyone is expected to avoid any behavior or conduct that could reasonably be interpreted as 
prohibited harassment; no employees, not even the highest-ranking individuals in Del Taco, are 
exempt from the requirements of this policy. 


Internal Complaint Procedure 


Employees who have experience or witnessed any conduct that is inconsistent with this policy are 
strongly encouraged to report that conduct right away. Complaints can be made verbally or in writing 
(no special form is required to file a complaint). You have several options available to report 
complaints. You can report a complaint to Human Resources (949) 462-7411 or HR@DelTaco.com, 
to your Regional HR Manager by phone or email, to the Del Taco Hotline at (800) 461-9330 or 
www.DelTacoHotline.com, or to any managerial, supervisory, lead, or HR employee. These are the 
individuals who are authorized by this policy to receive and act upon complaints of harassment on 
behalf of Del Taco. This policy does not require reporting harassment to any individual who is 
creating the harassment. If they are comfortable, employees are encouraged to let the offending 
person know that their behavior is unwelcome and offensive; however, employees are not required 
to do this. 


Any manager, supervisor, lead employee or HR staff member who is aware of conduct 
inconsistent with this policy or who receives a report of conduct inconsistent with this policy 
must take action to stop the conduct and document it and report it, in writing, immediately 
(preferably within 48 hours of becoming aware, but no longer than 5 days) to their assigned 
Regional HR Manager or to Human Resources at (949) 462-7411 and/or HR@DelTaco.com. 


Managers, Supervisors, Lead Employees, and HR staff who fail to take prompt appropriate 
action upon receiving information about discrimination, harassment, or retaliation, including 
failure to report, will be held accountable and disciplined for such failures, up to and 
including termination. 


External Complaint Procedure 


Employees also have the right to file complaints with outside government agencies that oversee fair 
employment practices. If you feel you have been discriminated against or harassed on the basis of 
race, color, religion (including religious dress and grooming practices), gender (including pregnancy, 
childbirth, breastfeeding and medical conditions related to pregnancy, childbirth or breastfeeding), 
gender identity, gender expression, national origin, age, physical disability (including HIV and AIDS), 
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mental disability, ancestry, medical condition, genetic information, denial of family or medical leave, 
marital status, veteran status, citizenship status, sexual orientation, or any other protected status, then 
you may, within one year of the harassment, file a complaint with the DFEH. You can contact the 
DFEH at (800) 884-1684 or visit the website at www.dfeh.ca.gov. You can also contact the EEOC at 
(800) 669-4000 or visit the website at www.eeoc.gov or 255 East Temple Street, Fourth Floor, Los 
Angeles CA 90012. These government agencies have the authority to investigate complaints, attempt 
to mediate disputes, hold hearings, and if illegal harassment has been found to occur, to order various 
remedies. 


Del Taco’s Response 


All reports describing conduct that is inconsistent with Del Taco’s Policy Against Discrimination, 
Harassment, and Retaliation will be investigated promptly and thoroughly by qualified impartial 
personnel. The investigation will be concluded in as timely a manner as possible. Del Taco may put 
certain interim measures in place, such as a leave of absence or a transfer, while the investigation 
proceeds. The investigation will include interviews with all relevant witnesses and review of relevant 
evidence. The extent of the investigation will depend on the nature of the complaint. Del Taco will 
prepare an investigation report inclusive of all investigatory steps and any findings and conclusions 
and any actions taken. 


Del Taco will communicate in writing with the complainant regarding the status of the complaint and 
the investigation and will provide the complainant with an opportunity to respond to tentative findings. 


Del Taco will take further appropriate action once the report has been thoroughly investigated. That 
action may be a conclusion that a violation occurred, as explained immediately below. Del Taco might 
also conclude, depending on the circumstances, either that no violation of policy occurred or that Del 
Taco cannot conclude whether or not a violation occurred. Del Taco will document and track the 
progress of all such investigations. 


If an investigation reveals that a violation of this policy or other inappropriate conduct has occurred, 
then Del Taco will take corrective action, including discipline up to and including dismissal, as is 
appropriate under the circumstances, regardless of the job positions of the parties involved. Del Taco 
may discipline an employee for any inappropriate conduct discovered in investigating reports made 
under this policy, regardless of whether the conduct amounts to a violation of law or even a violation 
of this policy. If the person who engaged in harassment is not employed by Del Taco, then Del Taco 
will take whatever corrective action is reasonable and appropriate under the circumstances. 


If the complainant is not satisfied with the results of the investigation, the complainant can appeal to 
Progressive Management Resources, Inc. (PMR). PMR is the appointed Monitor that can receive 
investigation appeals. PMR can be reached at (888) 345-3521 or via email at 
info@progressmgt.com. 


Confidentiality 
In investigating and in imposing any discipline, Del Taco will attempt to preserve confidentiality to the 


extent that the needs of the situation permit. While investigations will be conducted as discreetly as 
possible and confidentiality maintained to the extent possible, it cannot be guaranteed. 
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Acceptance of Policy 


All employees are encouraged to ask questions, share concerns, cooperate in investigations related 
to this policy. All employees have a personal responsibility to conduct themselves in compliance 
with Del Taco’s Policy Against Discrimination, Harassment, and Retaliation and to report any 
observations of conduct inconsistent with the Policy. If you have any questions concerning the 
Policy, then please contact your General Manager, the Human Resources Department, and/or your 
Area Director. 


Workplace Bullying 


Del Taco defines bullying as “repeated inappropriate behavior, either direct or indirect, whether verbal, 
physical or otherwise, conducted by one or more persons against another or others, in the workplace 
and/or in the course and scope of employment.” Such behavior violates the company Code of Ethics, 
which clearly states that all employees will be treated with dignity and respect. 


The Company will not tolerate bullying behavior and/or abusive conduct toward another employee, 
guest, or any other person. Employees found in violation of this policy will be subject to discipline up 
to and including termination. Abusive conduct is defined as “conduct of an employer or employee in the 
workplace, with malice, that a reasonable person would find hostile, offensive, and unrelated to an 
employer's legitimate business interests.” 


Bullying may be intentional or unintentional. However, it must be noted that where an allegation of 
bullying is made, the intention of the alleged bully is irrelevant and will not be given consideration 
when handing out discipline. As in sexual harassment, it is the effect of the behavior upon the 
individual that is important. Although not a complete list, Del Taco considers the following types of 
behavior examples of bullying: 


Verbal bullying: Repeated infliction of verbal abuse such as the use of derogatory remarks, insults, and 
epithets, slandering, ridiculing, or maligning a person or his/her family; persistent name calling that is 
hurtful, insulting or humiliating; using a person as the butt of jokes; abusive and offensive remarks; 
verbal conduct that a reasonable person would find threatening, intimidating or humiliating or the gratuitous 
sabotage or undermining of a person's work performance. 


Physical bullying: Pushing, shoving, kicking, poking, tripping, assault, or threat of physical assault; 
damage to a person’s work area or property or other threatening physical conduct that a reasonable 
person would find threatening, intimidating or humiliating. 


Gesture bullying: Nonverbal threatening gestures or glances that convey threatening messages. 


Exclusion: Socially or physically excluding or disregarding a person in work-related activities. 


Whistleblower Hotline for Reporting Financial Fraud 


Del Taco encourages you to report improper and illegal activities. Employees making good faith 
reports shall not suffer retaliation from the Company. 
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Employee Rights 


Employees have the right to report, without suffering retaliation, any activity by Del Taco or a Del Taco 
employee that the reporting employee reasonably believes: 1) violates any state or federal law; 2) 
violates or amounts to noncompliance with a local, state, or federal rule or regulation; 3) violates 
fiduciary responsibilities by a corporation or limited liability company to its shareholders, investors, or 
employees; or 4) violates or amounts to noncompliance with any Del Taco policy. 


In addition, employees can refuse to participate in an activity that would result in a violation of state or 
federal statutes, or a violation or noncompliance with a local, state, or federal rule or regulation. 


The whistleblower protection laws do not entitle employees to violate a confidential privilege of Del 
Taco (such as the attorney-client privilege) or improperly disclose trade-secret information. All reports 
of improper or illegal activities must be made in good faith and upon reasonable belief. Knowingly 
reporting false allegations may result in disciplinary action, up to and including termination. 


Where to Report 


Del Taco has established an anonymous Whistleblower Hotline for reporting fraud involving financial 
reporting of a publicly-traded company. The hotline is designed to allow a whistleblower a safe and 
easy place to make their claim without fear of retribution or disciplinary action. 


The Whistleblower Hotline is provided to Del Taco by third-party provider West. An employee may 
access the whistleblower hotline to make an anonymous report regarding financial fraud using one of 
the following two methods: 


e Secure Web Form Submission through the following web address: 
https://www.whistleblowerservices.com/taco. Click on the Secure Web Form link to submit 
your message. 

e Call the Whistleblower Hotline at (844) 360-7107 and leave a voicemail to submit your 
message. 


Prohibition on Retaliation 


Any employee who believes they have been retaliated against for whistleblowing may file a complaint 
with our Human Resources Department, the Vice President of Human Resources, our General 
Counsel, or other management personnel. 


Employment Classifications 


Every position at Del Taco is classified as either "non-exempt" or "exempt" from overtime 
requirements in accordance with the Fair Labor Standards Act (“FLSA”) and state laws and is based 
solely on the job duties of the position. 


Hourly employees are classified as non-exempt, receive a specified hourly rate of pay and are 
covered by the overtime provisions of the FLSA and any applicable state and local laws and 
ordinances. 
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Based on this classification, all hourly non-exempt employees must keep accurate time records and 
may be entitled to premium pay for work in excess of 40 hours in a workweek under federal law. Del 
Taco follows all FLSA overtime provisions as well as any state laws that require other types of 
premium pay. Therefore, you may also be entitled to other types of premium/overtime pay depending 
on the state in which you are employed. Del Taco reserves the right to change an employee's 
classification at any time, based on changes in their responsibilities, hours, job duties and/or the 
business needs of the company. If you have any questions about your employment classification, you 
should contact Human Resources. 


Rehired employees 


Employees, who are classified as “eligible for rehire” when they separate from the Company, will be 
considered for rehire along with all other applicants. Employees who are classified as “ineligible for 
rehire” will not be considered for further employment with Del Taco. All exceptions require the 
approval of Operations Management and/or Human Resources. 


Mutual Agreement to Arbitrate Claims 


Recognizing that differences may arise between Del Taco LLC (and/or any related or affiliated 
entity (the “Company”) and me during or following my employment with the Company. | understand 
that, by signing this handbook, | am also signing this Mutual Agreement to Arbitrate Claims (this 
“Agreement”’), both the Company and | are agreeing to resolve any differences between us 
through the binding arbitration procedures explained below. 


e | understand that if | am not currently employed by the Company, my employment is 
consideration for my acceptance of this Agreement. 


e | understand that if | am currently employed by the Company, my continued employment 
with the Company is consideration for my acceptance of this Agreement. 


e In addition, the promises by the Company and by me to arbitrate claims, rather than litigate them 
before courts or other bodies, provide consideration for each other. 


1. Claims Covered by this Agreement. To the maximum extent allowed by law, the 
Company and | mutually consent to the resolution by binding arbitration of all claims or causes of 
action that the Company may have against me or that | may have against the Company or the 
Company’s current and former owners, partners, members, officers, directors, employees, 
representatives and agents, all subsidiary and affiliated entities, all benefit plans, the benefit plans’ 
sponsors, fiduciaries, administrators, affiliates, and all successors and assigns of any of them. 

The claims covered by this Agreement include, but are not limited to: claims for 
breach of any contract or covenant; tort claims; claims for discrimination or harassment (including, 
but not limited to, race, sex, religion, national origin, age, medical condition, disability or sexual 
orientation); claims for retaliation; claims for violation of public policy; claims for unpaid wages; and 
claims for violation of any federal, state, local or other law, statute, regulation or ordinance, 
including, but not limited to, all claims arising under Title VII of the Civil Rights Act of 1964, as 
amended, the Age Discrimination in Employment Act of 1967, the Americans with Disabilities Act, 
the California Fair Employment & Housing Act (and other state’s anti-discrimination laws), the 
California Labor Code, and/or the Fair Labor Standards Act. 
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2; Claims Not Covered by this Agreement. The claims that will not be subject to 
this Agreement are as follows: Any claims | may have for workers’ compensation or 
unemployment compensation benefits or claims that may not, as a matter of law, be subject to 
mandatory arbitration provisions. Further, this Agreement shall not prohibit the Company or me 
from filing a claim against the other with any federal, state, or local government agency. Such 
administrative agencies include, without limitation, the Equal Employment Opportunity Commission, 
the U.S. Department of Labor, the National Labor Relations Board, the Securities and Exchange 
Commission, or the Department of Justice. Nothing in this Agreement shall be deemed to preclude 
or excuse a Party from bringing an administrative claim before any agency in order to fulfill the 
Party’s obligation to exhaust administrative remedies before making a claim in arbitration. | also 
understand that, to the full extent permitted under the law, | may only bring claims under this 
Agreement in my individual capacity, and not as a plaintiff or class member in any purported class 
or representative proceeding. 


oF Waiver of Right to Jury Trial. | understand that, by signing this Agreement, both the 
Company and | are giving up any right we may have to a jury trial on all claims we may have 
against each other, as described in Paragraph 1. 


4. Waiver of Right to Maintain or Participate in Class Action. | understand that, to 
the full extent permitted under the law, by signing this Agreement, | am giving up any right | may 


have to be a plaintiff or class member in any purported class or representative proceeding, on all 
claims | may have against the Company, as described in Paragraph 1. 


Dy Required Notice of All Claims. The Company and | agree that if a dispute arises, 
the party who wants to arbitrate the dispute must give written notice of any claim to the other party. 
Written notice to the Company or its officers, employees, or agents, shall be sent to the Company’s 
corporate office. | will be given notice at the last address recorded in my personnel file (unless | 
send written notice to the Company notifying them of the need to use a different address). The 
written notice must describe the nature of all claims asserted and must detail the facts upon which 
the claims are based. The notice must be sent to the other party(ies) by federal express (or another 
similar overnight mail service provider) or by certified or registered mail, return receipt requested. 


6. Federal Arbitration Act Governs. This Agreement to arbitrate is subject to and 
governed by the Federal Arbitration Act, 9 U.S.C. 81 et seq. (“FAA”). This means that the FAA 
governs, among other things, the interpretation and enforcement of this Agreement and all of its 
provisions, including, without limitation, the enforceability of the class action waiver in Paragraph 4 
above. State arbitration laws do not apply or govern this Agreement in any respect unless 
specifically referenced herein. 


rs Arbitration Procedures. The Company and | agree that, except as provided in 
this Agreement, any arbitration shall be in accordance with and under the auspices and rules of the 
Judicial Arbitration and Mediation Services, Inc. (“JAMS”) for the resolution of employment 
disputes. The arbitrator may not consolidate more than one person’s claims, and may not otherwise 
preside over any form of a representative or class proceeding. The arbitration shall take place in 
Los Angeles County, California, or the location where the employee was last employed by the 
Company (unless the parties mutually agree to conduct the arbitration in a different location). The 
arbitrator will have experience in arbitrating employment disputes and will be selected by the 
mutual agreement of the parties. If the parties cannot agree on a neutral arbitrator, | first, and then 
the Company, will alternately strike names from a list of arbitrators provided by JAMS until only one 
name remains. The arbitrator shall have exclusive authority to resolve any dispute relating to the 
interpretation, applicability, enforceability, or formation of this Agreement, including but not limited 
to any claim that all or any part of this Agreement is void or voidable. The arbitrator shall have the 
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authority to grant any party all remedies otherwise available by law, including injunctions, but the 
arbitrator shall not have the power to grant any remedy that would not be available in state or 
federal court. The arbitrator will have the authority to hear and rule on dispositive motions (Such 
as motions for summary adjudication or summary judgment). The arbitrator shall apply the 
applicable statute of limitations to any claim, taking into account compliance with the notice 
requirements set forth in Paragraph 5, above. The arbitration shall provide for written discovery 
and depositions as provided in California Code of Civil Procedure Section 1283.05 and for a 
written decision by the arbitrator that includes the essential findings and conclusions upon which 
the decision is based. The arbitrator’s decision must be issued no later than thirty (30) days after 
a dispositive motion is heard and/or an arbitration hearing has been completed. The arbitrator’s 
decision regarding the claims shall be final and binding upon the parties and shall be enforceable 
in any court having jurisdiction thereof. 


8. Arbitration Fees and Costs. | will be required to pay an arbitration fee to initiate 
any arbitration equal to what | would be charged as a first appearance fee in court. The Company 
shall advance the remaining fees and costs of the arbitrator. However, to the extent permissible 
under the law, and following the arbitrator’s ruling on the matter, the arbitrator may rule that the 
arbitrator’s fees and costs be distributed in an alternative manner. Each party shall pay its own 
costs and attorneys’ fees, if any. If, however, any party prevails on a statutory or contractual claim 
that affords the prevailing party attorneys’ fees, the arbitrator may award attorneys’ fees to the 
prevailing party to the extent permitted by law. 


9. Modification/Entire Agreement. This Agreement to arbitrate shall survive the 
termination of my employment. It can only be revoked or modified by a writing signed by the 
parties that specifically states an intent to revoke or modify this Agreement. This is the complete 
agreement of the parties on the subject of arbitration of disputes (except for any arbitration 
agreement in connection with any pension or benefit plan). This Agreement supersedes any prior or 
contemporaneous oral or written understanding on the subject. No party is relying on any 
representations, oral or written, on the subject of the effect, enforceability, or meaning of this 
Agreement, except as specifically set forth in this Agreement. If any provision of this Agreement is 
found to be unenforceable, in whole or in part, such finding shall not affect the validity of the 
remainder of this Agreement and this Agreement shall be reformed to the greatest extent possible 
to ensure that the resolution of all conflicts between the parties are resolved by neutral, binding 
arbitration. 


10; Not an Employment Agreement. This Agreement is not and shall not be construed 
to create any contract of employment, express or implied. Nor does this Agreement alter the at 
will status of any employment. 


11. Violation of this Agreement. Should any party to this Agreement pursue any 
arbitrable dispute by any method other than arbitration, the responding party shall recover from 
the initiating party all damages, costs, expenses, and attorneys’ fees incurred as a result of such 
action. 


Hiring of Minors 


Del Taco welcomes Minors as Team Members at Del Taco. Minors are defined as any team member 
under the age of 18. 
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Minors employed by Del Taco must be at least 16 years of age. Minors are subject to stronger 
regulations regarding hours they may work. Work permits must be provided to the General Manager 
before the Minor’s first day of work and are kept in the restaurant at all times. 


All minors must have a current, signed work permit on file at the restaurant with the required approval 
from parents and school (except those who have received a high school diploma or General 
Educational Development (GED) certificate.) A copy of the diploma or GED must be kept on file. 


Work permits are not transferrable between restaurants and are only valid at the restaurant noted on 
the Work Permit. 


The work permit must show the hours the minor is allowed to work. Applications for work permits are 
not acceptable in place of work permits. All minors and managers must follow the Federal and State 
laws regarding child labor. Refer to the back side of the work permit and/or to Human Resources for 
specific hours and restrictions as the work permit is controlling. 


Background and Reference Checks 


To ensure that individuals who join Del Taco are well qualified and to ensure that Del Taco maintains 
a safe and productive work environment, it is our policy to conduct pre-employment background 
checks on all applicants who accept an offer of employment. Background checks may include 
verification of any information on the applicant’s resume or application form. 


All offers of employment are conditioned on receipt of a satisfactory background check report that is 
acceptable to Del Taco. All background checks are conducted in conformity with the Federal Fair 
Credit Reporting Act, the Americans with Disabilities Act, and state and federal privacy and 
antidiscrimination laws. Reports are kept confidential and are only viewed by individuals involved in 
the hiring process. 


If information obtained in a background check would lead Del Taco to deny employment, a copy of the 
report will be provided to the applicant and the applicant will have the opportunity to dispute the 
report’s accuracy through the Pre-Adverse Action process. Background checks may include a criminal 
record check although a criminal conviction does not automatically bar an applicant from employment. 
Additional checks such as a driving record may be made on applicants for particular job categories if 
appropriate and job related. 


Del Taco also reserves the right to conduct a background check for current employees to determine 
eligibility for promotion or reassignment in the same manner as described above. 


Del Taco complies with all applicable federal, state, and local laws including fair employment practices 
and equal employment opportunity when conducting background checks. 


California Consumer Privacy Act - Employee Privacy Notice 


Del Taco is committed to protecting the personal information of its employees and follows the 
guidelines outlined in our Employee Privacy Notice. The California Consumer Privacy Act (“CCPA”) 
requires that we provide our applicants and employees with this Notice, which discloses the personal 
information we collect about you (or that you may voluntarily provide to us) and why. This 
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information can be found in the CCPA Notice provided to our employees at the time of application 
and during their employee onboarding. 


Del Taco LLC (“Del Taco”) is committed to protecting the personal information of its employees. The 
California Consumer Privacy Act (“CCPA”) requires that we provide you with this notice, which 
discloses the personal information we collect about you (or that you may voluntarily provide to us) and 
why. 


What Personal Information About Employees We Collect 


During the course of your employment, we collect and maintain different types of personal information 
about you relating to your employment relationship with Del Taco. Depending on the nature of your 
employment, we may have collected the following categories of personal information from you in the 
last twelve (12) months: 


Identifiers: This category may include name, postal address, unique personal identifiers (such as 
employee ID number), online identifiers, email address, account name, Social Security number, 
driver’s license number, passport number, or other similar identifiers. 


Personal Information Categories Listed in the California Customer Records Act (Cal. Civ. Code 
§ 1798.80(e)): This category may include name, signature, Social Security number, physical 
characteristics, address, telephone number, passport number, driver’s license or state identification 
card number, insurance policy number, education or employment information, financial account 
numbers (such as your banking information and payment card information), medical information, or 
health insurance information. 


Protected Classification Characteristics under California or Federal Law: This category may 
include age, race, color, ancestry, national origin, citizenship, religion or creed, marital status, medical 
condition, physical or mental disability, sex and gender information, veteran or military status, or 
genetic information. 


Biometric Information: This category may include capture of a limited number of data points of the 
fingerprint or the face from which an identifier template, such as a thumbprint can be extracted. This 
category may also include health data that contains identifying information, such as your temperature, 
health symptoms, and other information collected during wellness screenings. 


Geolocation Data: This category may include physical location or movements. 


e Professional or Employment-related Information: This category may include current or past 
job history, performance evaluations, income and wage information, job title, emergency 
contacts, dependents’ personal information, beneficiaries’ personal information, personal 
references, timesheets, and references related to your previous employment. 


e Non-public Education Information: This category may include education records directly 
related to a student maintained by an educational institution or party acting on its behalf. Such 
records may include grades, transcripts, schedules, and student ID numbers. 


e Inferences Drawn from Other Personal Information: This category may include: inferences 


drawn from the above information that may reflect your preferences, characteristics, 
predispositions, behavior, attitudes, or similar behavioral information. 
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How We Collect Your Information 


We collect information that you give us directly when you complete your employment paperwork 
during the onboarding process, enroll in employee benefits, or when you otherwise interact with us 
and provide personal information in the context of your employment. 


We may collect information about you from our service providers with whom you provide your 
personal information, such as for employee benefits, and, from your medical providers, such as when 
you authorize medical providers to send us information about you. 


The Purposes for Which We Use and Share Your Personal Information 
We will use and share your personal information for the following purposes: 


Job Applications: We use your personal information to process your job application you submit to us, 
to make employment decisions, to perform background screenings, and to establish and manage your 
employment relationship with Del Taco. 


Onboard New Employees: We use your personal information to establish and manage your 
employment relationship with Del Taco, to perform background checks, to administer payroll and 
benefits, to verify your eligibility to work in the U.S. lawfully, pursuant to federal law, and to process 
your benefit enrollments and elections, 


Manage Workforce: We use your personal information to maintain personnel records and record 
retention requirements, to administer payroll and benefits, to perform background checks, to conduct 
performance evaluations, to evaluate promotions, to review employment decisions, tax reporting and 
fillings, manage disciplinary matters, grievances and terminations, to maintain an internal employee 
directory, to accommodate a disability or illness, and to process information as disclosed at the time 
we collect the information or as otherwise set forth in this notice or in other documents made available 
to you. 


Business Operations: We use your personal information to manage our business, which includes 
managing recruiting, human resource administration, product and service development, tax reporting 
and filings, allocating company assets and human resources, strategic planning, maintaining records 
relating to business activities, and operating and managing IT and communications systems and 
facilities. 


Monitoring and Compliance: We use your personal information to maintain internal recordkeeping and 
oversight of Del Taco personnel and their work hours, to intake ethics and compliance complaints, to 
manage pending complaints and cases, and to comply and monitor compliance with internal policies 
and applicable state and federal labor, employment and wage and hour laws, such as laws related to 
benefits, workers’ compensation, disability, equal opportunity, and workplace safety. 


Communications, Facilities and Emergencies: We use your personal information to facilitate 
communication with you, to ensure business continuity and crisis management, to protect the health 
and safety of personnel and others (including the monitoring of your health and possible symptoms 
related to public health emergencies), and to safeguard and maintain our property. 


Questions 


If you have any questions concerning this Privacy Notice, contact: Jeanne Graves, Vice President of 


Human Resources at HR@DelTaco.com — (949) 462-7411. 
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Your Workday, Pay and 
Progress 
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Promotions and Transfers 


Del Taco believes in the development of our employees, organic growth and promoting from within 
when new or vacated positions become available. This is not a guarantee of internal promotion, since 
the Company will always seek the most qualified person, but we sincerely believe in and encourage 
internal growth. 


All qualified, interested employees are encouraged to apply for promotions or transfers when 
openings within the Company occur. 


Recording Your Time 


If you are an hourly employee, you are required to maintain an accurate record of all time worked by 
punching in and out at the beginning and end of your work shifts and for your 30-minute meal periods 
as applicable. 


You are responsible to ensure that your time records are accurate and complete. Never punch in/out 
or record or change the time of another employee under any circumstances. Any errors, missed or 
incorrect punches must be reported immediately to the manager in charge. Falsification of time 
records, failure to provide accurate timekeeping information or using, altering, editing or completion of 
any information on another employee’s time record without the required authorizations or approvals, 
may result in immediate termination of employment. 


Under no circumstance are you ever permitted or required to work or train off the clock (i.e., 
without recording the hours worked). If you are asked to work off-the-clock or feel compelled to do so, 
you must immediately notify Human Resources so that appropriate action may be taken. You will not 
be retaliated against for raising a concern regarding off-the-clock work or similar timekeeping issues. 


Some common examples of “off the clock” work include: 


Completing Del U Training Courses on an employee's own time or from home 
Unpaid preparation such as setting up a restaurant before a shift 

Transferring product or going to the bank 

Unpaid post-shift work, including clean up or finishing tasks that "should have" been 
completed during the shift 


Attendance, Work Schedule & Reliability 


Every Del Taco employee is responsible for maintaining a good attendance record. You are expected 
to report to work on time, in appropriate work uniform or work attire, observe the company’s guidelines 
for breaks and meal periods, and remain at work until the end of your work shift. 


Poor, uncertain, or irregular attendance produces disruptive results for our corporate and restaurant 
operations, lowers overall productivity, and is a burden to other employees. When an employee is 
absent, others must perform the work, which diminishes the smooth functioning of the restaurant or 
department. 
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Consistent attendance and punctuality are conditions of your employment and an important factor of 
each employee's performance. Our business needs constantly shift, so changes to work shifts should 
be considered a normal part of your job experience. 


The Company offers you no guarantee of shifts assigned, days of work or number of hours scheduled. 
These decisions will be made based solely on the business needs of each restaurant. 


Please understand that we are relying on your good attendance. You are required to call in as soon as 
possible for any expected absence, but not less than 3 hours prior to your shift (6 hours if you are a 
graveyard employee). The mere fact that you called in an absence does not make your absence 
acceptable. 


Absences 


An absence from work is defined as the failure of any employee to report to work when scheduled. 
This applies to any assignment, regular shift, overtime work, work related meetings, meal periods and 
rest breaks, etc. 


Employees must provide sufficient notice to his or her supervisor. The reason for the absence must 
be found credible and/or acceptable by the supervisor. If the employee has sufficient sick or vacation 
time to cover such absence then the employee must use the earned time off for every absence unless 
otherwise allowed by company policy (e.g., Leave of Absence policy, Bereavement policy, Jury Duty). 


Excessive absenteeism which renders an employee insufficiently available for work will be evaluated 
on a case-by-case basis to determine the merits of corrective action up to and including termination of 
employment. Specific action taken in each instance will be determined by Del Taco management at its 
discretion. 


Ongoing absenteeism or tardiness is considered a performance issue and may result in a reduction of 
scheduled hours until the behavior has improved. Employees with excessive absences or ongoing 
attendance issues may also be subject to disciplinary action up to and including termination of 
employment. 


This does NOT however, apply to absences that are protected under Federal or State laws or 
prescheduled times away from work using vacation, holiday, or other paid time off. 


Tardiness and Early Departure 


Tardiness occurs when an employee is not present and ready to begin working at their scheduled 
time. Early departure occurs when an employee leaves before the scheduled end of the shift. 


Employees are expected and required to report to their workplace at the scheduled time. Tardiness, 
early departure, unexcused absence, or failure to report as required may result in disciplinary action 
up to and including termination. 


Work Schedules 


The Company expects all employees to follow their assigned work schedules unless they have made 
prior arrangements with their supervisors to work at different times. Employees should not clock in 
prior to their assigned start times, nor should they clock out later than their assigned ending times, 
unless they have been instructed by a supervisor to start work early or stop work late. 


Likewise, employees should not clock in until they are ready and prepared to begin their assigned 
tasks, and should not clock out unless they are completely finished with their work for the day. 
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Switching shifts or getting another Team Member to cover a shift must be approved by the General 
Manager. 


Time Records 


The Company must maintain accurate time records on all employees, and each employee bears 
primary responsibility for enabling the Company to do that. Properly recording work time and 
complying with the Company's timekeeping procedures are a condition of employment. 


Failure to properly clock in and out is an imposition on the other employees and on management 
who must handle such negligence and may result in disciplinary action. 


Each employee must fully and accurately record all time that he or she works each day, without 
exception. No employee may alter or otherwise modify his or her time record, record work time for 
another employee, or alter or modify in any way the time record of another employee, unless 
specifically instructed or allowed to do so by a supervisor. 


No employee may work without properly recording the time worked. Employees must ensure that 
their paycheck and time record accurately and completely reflects all time worked during the period 
in question and that no hours were worked that do not show up in the record. 


If an employee feels that their time record is incorrect or they have not been paid for all hours worked 
(including any training time, overtime, etc.), employees should contact the Employee Helpline, their 
Above Store Leader or Regional HR Manager immediately. 


Call In Policy 


An employee must notify his/her Manager as far in advance as possible, but not later than three hours 
(six hours for graveyard coverage) before his/her scheduled starting time if he/she expects to be late 
or absent. 


Employees are expected to notify his/her supervisor themselves, unless there is an emergency that 
prevents him/her from doing so. The employee is required to speak directly with the manager on duty 
or the General Manager. Calling in to a Team Member or notifying the manager via email or text is not 
acceptable. 


Paid Sick Time - Healthy Workplace Healthy Families Act (HWHFA) 
Under the HWHFA, if the reason an employee calls in is related to: 


e anemployee’s own medical care, health condition or preventative care or diagnosis, care or 
treatment of an existing health condition; 

e afamily member’s medical care, health condition or preventative care; or 

e if the employee is a victim of domestic assault, sexual violence, and/or stalking and needs to 
take time off related to this; then 


“reasonable” advanced notice must be provided when leave is foreseeable and notice “as soon as 
practicable” when leave is unforeseen. Paid sick leave (if available) may be requested either orally or 
in writing by the employee to cover the absence. 


No Call/ No Show 


A No Call/No Show is when an employee fails to call in and notify Management that they will not 
report for their scheduled shift. Any No Call/No Show is completely unacceptable and disruptive to 
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restaurant and department operations and may be grounds for immediate termination depending on 
the individual circumstances. 


Management may consider extenuating circumstances when determining discipline for a no-call/no- 
show (for instance, if the employee is in a serious accident and is hospitalized) and has the right to 
exercise discretion in such cases. The circumstances should be evaluated on a case-by-case basis to 
determine the merits of corrective action up to and including termination of employment. Specific 
action taken in each instance will be determined by management at its discretion. 


Job Abandonment 


Any no-call/no-show lasting three days or three consecutive shifts is considered job abandonment and 
may result in immediate termination of employment. The Company will also consider an employee's 
job abandoned if an employee is absent from work without an approved Leave of Absence for three or 
more days unless the employee can provide the Company with an acceptable and verifiable 
explanation. 


Employees who are absent without notice or authorization for less than three days, and who 
subsequently report to work, may be subject to disciplinary action up to and including termination of 
employment. 


Absences of Three Consecutive Days 


Employees who have three (3) consecutive days of absences due to illness or injury (work related or 
non-work related) may be required to provide Del Taco with a Certification from a Healthcare Provider 
before they are able to return to work, indicating that the employee is fit for duty and capable of 
performing their regularly scheduled duties and if not, what duties the employee is capable of 
performing. 


Leaves of Absence - More than Three Days 


If the illness or injury prevents an employee from being able to perform their regularly scheduled 
duties for more than three days, the employee may need to be placed on a Leave of Absence. The 
Manager MUST notify Human Resources immediately. 


1. By Phone: Call Human Resources at (949) 462-7465 and provide the information needed by 
phone. 
2. Submit a Request for Leave of Absence Form via Dayforce 


3. By email: HR@deltaco.com 


Managers must notify HR by following one of the steps above regardless of whether or not a doctor’s 
note is provided or whether or not the employee is present. HR will begin the LOA process, will 
communicate with the employee directly and will obtain all documentation required directly from the 
employee. 


HR will keep the Manager informed of any steps taken with the employee or other information that 
may be required. 
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Meal Periods & Rest Periods 


California Employees 


All hourly, non-exempt California employees will be provided an uninterrupted, duty-free, 30-minute 
meal period. The first meal period must be provided no later than end of your 5" hour of work. Meal 
periods are not paid and employees are required to punch in and out for meal periods. 


You and Del Taco may mutually waive your 30-minute meal period if you work between 5 and 6 hours 
however, your workday may not exceed 6 hours. 


A second 30-minute meal period will be provided if you work 10 or more hours in one workday but 
fewer than 12 hours. 


If you work 12 or more hours in one workday you are REQUIRED to take a 2™ Meal Period — no 
exceptions. 


Non-exempt employees are authorized and permitted to take a 10-minute paid rest breaks every 4 
hours worked or major fraction thereof — see chart below. Rest periods should be taken as far as 
practicable in the middle of each work period. 


Employees are provided meal and rest periods as follows: 


Hours worked for the Day You are permitted to take: 
Between 3-1/2 to 5 hours One paid 10-minute rest period 
Between 5 to 6 hours One paid 10-minute rest period and one 


uninterrupted 30-minute unpaid meal period 
(must be taken no later than the end of the 5" 
hour of work) 


Between 6 to 10 hours Two paid 10-minute rest periods and one 
uninterrupted 30-minute unpaid meal period 
(must be taken no later than the end of the 5" 
hour of work) 


Between 10 to 12 hours Three paid 10-minute rest periods and two 
uninterrupted 30-minute unpaid meal periods 
(must be taken no later than the end of the 5" 
hour of work) 


If at any time you are prohibited from taking your meal period, you are required to report any instance 
immediately to the Human Resources Department or the Employee HelpLine. Your failure to take meal periods 
as required by law may result in disciplinary action up to and including termination of employment. If you do not 
notify or report anyone, we will assume you are receiving your breaks and meal periods appropriately. 
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You are expected to observe assigned working hours and the time allowed for meal and break 
periods. During your 30-minute meal and 10-minute break periods, you are relieved of all duties and 
are allowed to leave the premises. 


The exception to this rule relates to employees on graveyard shift. For the safety and security of our 
employees and the restaurant, graveyard shift employees will be paid for their 30-minute meal period 
and are required to remain in the restaurant. 


Employees in Other States: 


The company follows all meal period and rest break laws in accordance with the laws of the state in 
which you work. If you are unfamiliar with the laws in your state, please check with your manager or 
Human Resources to determine the meal period rules in your state. 


Overtime 


In order to manage our business, you may be scheduled to work overtime. All overtime work that has 
not been scheduled ahead of time must be approved in advance, in each instance, by management. 
Individual employees cannot decide to work overtime; your manager must request it of you. 


Overtime pay will be computed based on state and federal regulations and depending upon the state 
laws where you work. Only actual hours worked count toward computing daily or weekly overtime. 


The Company will always pay premium time for any overtime worked in accordance with the state and 
federal laws where you work regardless of whether or not the overtime was approved in advance by 
management. However, you may be subject to discipline for not complying with this policy. 


Payday & Paychecks 


All employees are paid on a bi-weekly basis (typically 26 pay periods per year). 


Regular paydays are every other Tuesday. If the scheduled payday falls on a Company observed 
holiday, you will be paid on the preceding workday. 


It is important that you are paid accurately for all hours worked, including overtime (if applicable), each 
pay period. If you notice an error on your paycheck for any reason, you must notify your manager, or 
Human Resources immediately so we can correct the error as quickly as possible. If you are ever 
overpaid in a given pay period (for whatever reason), you MUST report it to the Company and 
cooperate with us in correcting the error. 


Automatic Direct Deposit, Dayforce Wallet & Pay Cards 


You have the option of receiving your pay via paper check, automatic direct deposit into your bank 
account(s) or by using Dayforce Wallet or our Paycard Solution. Employees are able to choose their 
payment method during the onboarding process and may change it at any time within Dayforce. 
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If using direct deposit, Dayforce Wallet, or the Paycard Solution, you authorize Del Taco and the bank 
you designate, to deposit your net pay, or portion thereof, as indicated into your bank (checking or 
savings account) each pay period. 


If funds to which you are not entitled or authorized are inadvertently deposited to your account, you 
also authorize Del Taco to direct the bank to return said funds to Del Taco in accordance with state 
and federal laws. 


Your pay will be available in your account on payday. If you change banks or bank accounts, if your 
bank makes a change to your account number, or if you received a notice that your bank is merging 
with another bank you must timely notify Del Taco of the change and update your Direct Deposit 
information. 


The Company will not be responsible for overdraft fees or other charges you incur if you withdraw 
your funds before your bank processes the direct deposit file. Similarly, the Company will not be 
responsible for overdraft fees or other charges you incur if you fail to make us aware of changes in 
your direct deposit account or the status of your account. 


Payroll Deductions 


State and federal laws require the Company to make the proper deductions on your behalf. 
These deductions include federal, state, and local income taxes (where applicable), social 
security tax, and other taxes as mandated by federal, state, and local laws. 


Other deductions may be made from an employee’s paycheck with the employee’s written or 
electronic authorization. These deductions may include benefits premiums and/or payments due 
the Company for goods or services requested by you on your behalf. 


The Company prohibits improper or unlawful deductions from your pay. If you believe that an 
improper deduction has been made, please report it to Human Resources immediately. We will 
ensure that the deduction is stopped and will investigate and reimburse you if the Company 
determines that an improper deduction was made. 


Wage Assignments, Liens, Garnishment, & Child Support 


When an employee’s wages are garnished by a court order, lien or wage assignment, Del Taco is 
legally bound to withhold the amount indicated in the garnishment order from the employee’s 
paycheck. 


The Company will honor federal and state guidelines which protect a certain amount of your income 
from being subject to garnishment. 


Any employee who misappropriates a notice to the Company calling for a garnishment (lien, wage 
assignment, etc.) will be held liable for all related damages, including default judgments, penalties, 
interests, fees and expenses, and attorneys’ fees. 
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Separation of Employment 


Separation of employment from Del Taco can occur for many different reasons and can be voluntary 
or involuntary. 


If you intend to terminate your employment with Del Taco, we request that, as a courtesy, you provide 
us with at least two (2) weeks advanced written notice. Since employment with the Company is at will 
and is based on mutual consent, both the employee and the Company have the right to terminate 
employment at will, with or without cause or notice, at any time. 


Company Property & Benefits 


If you leave Del Taco, you must return all company property at the time of separation, including 
uniforms, hats, keys, and any other materials that are the property of Del Taco. 


If you are eligible and have elected to participate in Del Taco’s medical, dental or vision benefit plans, 
your group medical coverage will typically end at the end of the month in which you terminate 
employment. Any life insurance, short term disability, long term disability plans end on the day of 
termination. 


Please see our Benefits Guide for in depth information on Benefits Plans and coverage. 
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Time Away From Work 
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Time Off Policy 


You may occasionally need time off from work to address important matters that are/are not regulated 
by the laws in your state. The Company will comply with all legal obligations as dictated by local, 
state, and federal requirements by providing you time off, where necessary. Time off that is provided 
under this policy will ordinarily be unpaid except where the law requires that it be compensated. 


Please contact Human Resources to determine any time off policies that apply to you based on where 
you reside. 


Vacation 


Team Members & Team Leaders 


Team Members and Team Leaders (with the exception of those who work in the state of Nevada) are 
not eligible for vacation benefits. 


For Nevada Team Members, employees accrue paid leave each pay period and may use up to 40 
hours of accrued paid leave each year. 


Shift Managers 


Shift Managers are eligible to receive vacation benefits. Any vacation time paid will be paid to you at 
your current rate of pay at the time the vacation is taken. 


Assistant General Managers, Acting General Managers and General Managers 


Employees in this category earn vacation in accordance with the state and city ordinance where they 
work and is based on Years of Service. 


Years of Service is based on the date of hire or promotion into an eligible position and runs for 365 
days. The employment year starts over on this date each year to determine the vacation accrual rate. 


Please contact Human Resources if you have questions regarding your vacation accrual and guidelines. 


Vacation Guidelines 


GMs and AGMs will begin accruing vacation time beginning the first pay period after 60 days of 
employment or promotion to a benefit eligible position unless otherwise indicated at the time of hire. 


Vacation accrual is capped at the employee’s annual accrual rate, based on years of service. Once 
the cap is reached, additional vacation will not accrue until the employee’s vacation balance drops 
below the cap. 


Vacation time may be used at any time during the year provided an approved Time Off Request is 
approved by the employee’s Manager in advance of the vacation. 


All approved vacation hours will be paid at the employee’s current rate of pay at the time the vacation 
time is taken. 
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Vacation time may be taken in 1 day increments for salaried employees and 1 hour increments for 
hourly employees. 


Vacation benefits accrue on a daily basis and are paid out to the employee at the time of termination. 


No more than 8 hours of vacation will be paid out for any one workday. No more than 40 hours of 
vacation will be paid out in any workweek. 


Vacation hours do not count toward daily or weekly overtime calculations. 


Our vacation plan does not allow employees to take the equivalent pay instead of the vacation time off 
under most circumstances. 


Vacation time requested in excess of accrued time will not be paid. 


If an employee has vacation hours available, those hours must be exhausted before an employee 
may take unpaid time off. 


Paid Sick Leave & Kin Care 


Del Taco follows all Paid Sick Leave laws based on federal, state guidelines and all city ordinances 
based on the state and city where you work. 


California Employees 


Under the Workplaces, Healthy Families Act of 2014 (“HWHFA”), employees who work in a California 
location and work over 30 days accrue paid sick leave. 


Begins accruing immediately upon hire with a 90-day waiting period before new hires are eligible to 
use their earned paid sick leave and is accrued at one hour of paid sick leave for each 30 hours 
worked beginning on the first day of employment. Employees are entitled to take up to 24 hours or 3 
days (whichever is greater) of sick leave annually. Paid Sick Leave will carry over unused leave each 
year capped at 48 hours or 6 days (whichever is greater). If an employee separates from employment 
and is rehired within one year from the date of separation, we must reinstate previously accrued and 
unused paid sick days to the employee. 


Other Ordinances 


Del Taco also follows the Paid Sick Leave requirements for the City of Los Angeles & Unincorporated 
L.A. County, the City of Santa Monica and the City of Pasadena as required by those ordinances and 
follows the appropriate accrual, annual use cap, carryover accrual caps and reinstatement rules 


City of Los Angeles- Employees are entitled to take up to 48 hours or 6 days (whichever is greater) 


of sick leave annually (whichever is greater) and will carry over unused leave each year capped at 72 
hours or 9 days. 
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City of Santa Monica — Employees are entitled to take up to 72 hours or 9 days of sick leave 
annually (whichever is greater) and will carry over unused leave each year capped 72 hours or 9 
days. 


State of Nevada - Employee are entitled to approximately 40 hours of paid leave, which is capped at 
AO hours per year. 


State of Arizona - Employees are entitled to take up to 40 hours or 5 days of sick leave annually 
(whichever is greater) and will carry over into next year up to 40 hours. The maximum sick leave 
accrued at any one time is 80 hours (40 hours from previous year, and 40 hours in current year). 
If an employee separates from employment and is rehired within nine months from the date of 
separation, must reinstate previously accrued and unused paid sick days to the employee. 


Non-California Employees - Hourly non-exempt Team Members, Team Leaders and Shift Managers 
who work in stores outside of California, Nevada and Arizona are not eligible for Paid Sick Leave. 


Paid Sick Leave Guidelines 
Paid sick leave time can be used at any time during the year. 


“Reasonable” advance notice must be provided when the leave is foreseeable and notice “as soon as 
practicable” when leave is unforeseen and paid sick leave may be requested either orally or in writing 
by the employee. 


Paid sick leave is paid at the employee’s current rate of pay and is paid no later than the next payroll 
period after the sick leave is taken. 


In general, employees may use paid sick leave for: 


e their own medical care, health condition or preventative care or diagnosis, care or treatment 
of an existing health condition; 

e afamily member’s medical care, health condition or preventative care; or 

e if the employee is a victim of domestic assault, sexual violence, and/or stalking and needs to 
take time off related to this. 


The HWHFA defines “family member” to include: 


a child regardless of age or dependency (including adopted, foster, step, or legal ward) 
parent (biological, adoptive, foster, step, in-law, or registered domestic partner's parent) 
spouse 

registered domestic partner 

grandparent 

grandchild 

siblings 

any individual related by blood or affinity whose close association with the employee is the 
equivalent of a family relationship 


Paid sick leave time benefits are not paid out to the employee at the time of termination. 


Sick time may be taken in 1-hour increments for hourly employees and no more than 8 hours of sick 
time will be paid out for any one workday. No more than 40 hours of sick time will be paid out in any 
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workweek and Sick hours do not count toward daily or weekly overtime calculations for hourly 
employees. 


Healthcare provider certifications (doctor’s notes) are not required to validate a paid sick day and 
employees are not required to find substitute employees to cover their shift. 


Employees will not be discriminated or retaliated against for using accrued sick days. 
Sick time requested in excess of accrued time will not be paid. 


Sick time requested cannot be more than scheduled hours for the employee’s shift. 


Paid Holidays 


Team Members and Team Leaders that are required to work on Christmas Day will be paid for time at 
one and a half their regular pay rate for hours worked. Team Members and Team Leaders who do 
not work on Christmas Day are not paid for the day. Shift Managers receive Christmas Day off with 


pay. 


Team Members, Team Leaders and Shift Managers on leave of absence do not receive holiday pay. 
Time off for religious and other holidays, which the company does not observe, may be taken as 
excused (unpaid) time off. 


Assistant General Managers receive two paid holidays each year — Thanksgiving Day and Christmas 
Day (observed). 


General Managers and Acting General Managers receive five paid holidays each year — New Year’s 
Day, Memorial Day, Independence Day, Labor Day, Thanksgiving and Christmas Day (observed) 


Leaves of Absence 


A “leave of absence” is defined as an unpaid, excused absence from work with prior approval from 
management. Requests for a leave of absence must be in writing at least 30 days in advance, if 
possible. Reasons for the request must be explained in detail to the extent provided by state and 
federal law. Continued absence from work beyond the end of any approved leave may be deemed a 
voluntary resignation and termination of employment. 


In the case of a request for a leave of absence due to an employee’s own serious illness or injury, a 
certification from a licensed healthcare provider providing the date of the onset of the temporary 
disability, the expected duration of the leave, and the expected date of return to duty will be required. 


This pertains to all temporary medical disabilities, whether the cause is job-related or non-job related. 
In the event of an unexpected medical emergency, you must have someone call Human Resources or 
your manager to inform them of the event, as soon as possible. Failure to provide a healthcare 
providers certification in a timely manner may result in denial or a delay of your leave and may result 
in termination of your employment if not provided to validate your leave of absence. 
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A licensed healthcare provider’s certificate stating that you are able to return to normal or 
modified/restricted duty is required upon your return if your leave is due to your own serious illness or 
injury. 

The Company will administer its leave of absence policies in accordance with all State and Federal 
regulations. Instances may exist where two or more leave policies provide overlapping protections for 
an eligible employee. However, it is the general intention of the Company's policies to limit 
employees to the time available under the single most favorable leave of absence policy and to 
prevent employees from exceeding the limitations of that policy. 


You are required, as permitted by law, to Keep the company regularly informed of your intent to return 
to work, and on what approximate date the return will commence. At the end of your leave, to enable 
a smooth return to work, you must notify the Company of your intent to return to work at least five 
days prior to your returning to work so scheduling arrangements can be made. 


The Company will follow the family leave laws and all other laws of your state. 


You may not be employed elsewhere while on a leave of absence and engaging in employment while 
on leave shall entitle the Company to terminate your employment. The Company may also terminate 
your employment if it is determined that you have committed a fraud upon the Company in your 
request for a leave. Del Taco reserves the right to modify its leave policies at any time. 


Jury Duty/Witness Duty 


Del Taco will provide you with the unpaid time off necessary to participate in Jury or Witness Duty 
however, the company does not pay for jury or witness duty if you are required to serve on a jury or 
appear as a witness in atrial. In the event you receive notice to report for jury duty, please notify your 
manager immediately so that arrangements can be made to cover any scheduled shifts. 


Employees must return to work for any reasonable time the court is closed during normal working hours. 
No adverse employment action will be taken against an employee due to their service as a juror in state 
or federal courts. 


Bereavement Leave 


Del Taco will provide up to three (3) working days of bereavement leave with pay (not charged to 
other leave time) for salaried management employees upon request, to make arrangements for and 
attend funeral services for their immediate family. Hourly employees are allowed up to three days off 
without pay. 


Employees are eligible for paid bereavement leave after 90 days of continuous employment. 


For purposes of bereavement leave, immediate family is defined as the employee’s spouse, child, 
brother, sister, parent, legal guardian, grandparent, grandchildren, in-laws (parent, grandparent, 
sister, brother), step-parents, domestic partner and siblings of the employee or any other relative 
living in the household of the employee. 
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If leave is required for a family member who is not considered “immediate family” you may request 
unpaid time off or use PTO to supplement your pay for these hours. 


Del Taco may require documentation to validate the need/request for this type of Leave. 


The Company understands the deep impact that death can have on an individual or a family, 
therefore additional non-paid time off may be granted. Additional unpaid time off may be granted 
depending on the circumstances, such as distance and the individual’s responsibility for funeral 
arrangements. 


Paid Family Leave (California) 


For many working Californians, finding time to be with a loved one when they need it most can be 
difficult. California’s Paid Family Leave program was created for those moments that matter. Benefits 
are available to care for a seriously ill family member, to bond with a new child, or to participate ina 
qualifying military event. 


California Paid Family Leave provides up to eight weeks of partial wage replacement benefits to bond 
with a new child (either by birth, adoption, or foster care placement), to care for a seriously ill family 
member (child, parent, parent-in-law, grandparent, grandchild, sibling, spouse, or registered domestic 
partner), or to participate in a qualifying event resulting from a family member's (Spouse, registered 
domestic partner, parent, or child) military deployment to a foreign country. 


This leave does not have to be taken all at once and provides approximately 60 to 70 percent of your 
salary during your leave. This benefit is funded through your State Disability Insurance so you are 
most likely eligible if you've paid into the California State Disability Insurance. To bond with a new 
child, leave can be taken anytime within the first 12 months of a child entering your family. Citizenship 
and immigration status do not affect eligibility. 


Like SDI, Paid Family Leave does not create the right to a leave of absence nor does it guarantee 
reinstatement rights other than those already mandated by law. As with SDI, PFL is administered by 
the EDD and employees apply directly to the EDD for benefits. The EDD can require medical and 
other documentation in support of the claim. 


An employee who is entitled to a leave of absence to care for a family member or bond with a child 
under the FMLA and the California Family Rights Act (“CFRA”) can receive PFL benefits while on 
FMLA and/or CFRA. 


Organ and Bone Marrow Donor Leave (California) 


Del Taco will provide California employees who donate an organ or bone marrow with time off of 
work. The leave is not considered a break in service. 


Organ donors will be provided a leave of absence of up to 30 business days in any one-year period. 
Bone marrow donors will be provided a leave of absence up to five business days in any one-year 
period, calculated from the date the employee’s leave begins. Employees who request leave may use 
sick or vacation time to cover the time off. After that, or if the employee does not have any accrued 
time, Del Taco will provide paid leave up to the time limits provided. 
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For purposes of these leaves, a “one-year period” is 12 consecutive months from the date the 
employee begins his/her leave; not one calendar year and the employee must take the leave to 
donate an organ or bone marrow to another person. The employee may be asked to provide written 
verification of the need for donation leave and the verification must state that the employee is a bone 
marrow or organ donor and that the donation is medically necessary. 


Organ and bone marrow donation leave cannot be taken concurrently with the California Family 
Rights Act (CFRA). The Labor Code also states that organ and bone marrow donation leave cannot 
be taken concurrently with leave under the FMLA. 


Crime Victim's Leave (California) 


Del Taco provides unpaid leave to each eligible employee who is a victim of certain, specified felony 
crimes, or who is an immediate family member of a victim, a registered domestic partner of a victim or 
the child of a registered domestic partner of a victim of certain, specified felony crimes to attend and 
participate in judicial proceedings related to the crime. 


Employee will be eligible for leave when the employee notifies the company, as soon as practicable, 
of the need for leave under this policy. Appropriate documentation will be provided before the leave, 
or if not possible, as soon as is reasonable to do so. 


Covered felonies include: 


e Aviolent felony, as defined in subdivision (c) of 8667.5 of the Penal Code. 
e Aserious felony, as defined in subdivision (c) of §81192.7 of the Penal Code. 
e A felony provision of law proscribing theft or embezzlement. 


Employees may use accrued, unused vacation for leave taken under this policy. The notice and 
eligibility requirements for any such paid time off will generally apply to an employee’s request for use 
of vacation under this policy. 


Employees requesting leave under this policy should comply with the following requirements: 


1. Onreceiving a notice of a scheduled proceeding or a subpoena or other court order requiring 
appearance in a judicial proceeding as a witness, the employee should notify his or her 
manager and Human Resources. 

2. In support of the employee’s request for leave under this policy, the employee should submit 
appropriate documentation, including a copy of the notice of scheduled proceeding, subpoena, 
or other court order along with a completed Time Off Request form as soon as practicable. 

3. If the court proceeding is completed before the end of the employee’s regularly scheduled 
shift, the employee is expected to call his or her manager or Human Resources as soon as 
possible and report to work if requested. 
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California Domestic Violence, Sexual Assault and Stalking 
Victims' Leave 


Del Taco provides reasonable and necessary unpaid leave and other reasonable accommodations to 
employees who are victims of domestic violence, sexual assault or stalking to attend legal 
proceedings or obtain other needed relief including a restraining order, to ensure the employee’s own 
health, safety, or welfare, or that of the employee’s child or children. Employees may also request 
unpaid leave for the following purposes: 


Obtain services from a domestic violence shelter or rape crisis center. 

Seek medical attention for injuries caused by domestic violence or sexual assault. 

Obtain psychological counseling for the domestic violence or sexual assault. 

Take action, such as relocation, to protect against future domestic violence or sexual assault. 


ae ie 


To request leave under this policy, an employee should provide their Manager and Human Resources 
with as much advance notice as practicable under the circumstances. If advance notice is not 
possible, the employee requesting leave under this policy should provide Manager and Human 
Resources one of the following certifications upon returning back to work: 


1. A police report showing that the employee was a victim of domestic violence or sexual assault. 

2. A court order protecting the employee from the perpetrator or other evidence from the court or 
prosecuting attorney that the employee appeared in court. 

3. Documentation from a medical professional, domestic violence or sexual assault victim 
advocate, health care provider, or counselor showing that the employee’s absence was due to 
treatment for injuries from domestic violence or sexual assault. 


Employees requesting leave under this policy may choose to use accrued paid vacation and/or sick 
leave as applicable. 


In addition, the company will provide reasonable accommodations to employees who are victims of 
domestic violence, sexual assault or stalking for the employees’ safety while at work. A reasonable 
accommodation may include the implementation of safety measures, such as a transfer, 
reassignment, modified schedule, changed work telephone, changed work station or installed lock; 
assistance in documenting domestic violence, sexual assault or stalking that occurs in the workplace; 
an implemented safety procedure; or another adjustment to the employee’s job duties and position. 


To request an accommodation under this policy, an employee should contact their Manager and 
Human Resources. The company will engage the employee in a timely, good faith and interactive 
process to determine effective reasonable accommodations. 


School Appearance and Activities Leave (California) 


Employees who may need to appear at their child’s or dependent’s school in connection with 
disciplinary action by the school will be granted time off under this leave. The time off can be unpaid 
or the employee may use accrued vacation time. Employees must submit a copy of the written notice 
from the school stating that the employee’s presence is required. 
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In addition, employees will also be granted time off to participate in school activities with their child 
(parents, guardians step parents, foster parents, grandparents or persons in loco parentis to a child) 
in kindergarten through grade 12, or of children in a licensed child day care facility. In addition, 
employees may take time off for finding child care and enrolling children in child care or school, as 
well as for child care emergencies. The time must not exceed 40 hours per year, nor 8 hours ina 
calendar month. 


The employee can also use time off to address a “child care provider or school emergency.” There 
is not an eight hours per calendar month limitation on this emergency usage. The employee must 
give notice to the employer. 


A childcare provider or school emergency means that the employee’s child cannot remain in a school 
or with a childcare provider due to one of the following: 


e The school or child care provider has requested that the child be picked up, or has an 
attendance policy (excluding planned holidays) that prohibits the child from attending or 
requires the child to be picked up from the school or child care provider; 

e Behavioral or discipline problems; 

e Closure or unexpected unavailability of the school or childcare provider, excluding planned 
holidays; or 

e A natural disaster, including, but not limited to, fire, earthquake, or flood. 


The employee must give reasonable prior notice of the planned absence for school or child care 
activities or enrollment issues. If there is a childcare provider or school emergency, the employee 
need only give “notice” to the employer; there is no reasonableness requirement because these are 
emergency situations. 


An employee must provide, if you require it, documentation from the school or child care provider that 
he/she was engaged in the permitted child-related activities. Acceptable documentation includes any 
written verification of participation that the school or licensed child care provider deems appropriate and 
reasonable. 


Volunteer Civil Service Leave (California) 


Del Taco will grant employees with unpaid time off or a leave of absence for employees who are 
required to perform emergency duty. The law applies to: 


e Volunteer firefighters 

e Reserve peace officers 

e Emergency rescue personnel, defined as any person who is an officer, employee, or member 
of: 

o A fire department, fire protection or firefighting agency of the federal government, 
California state government, local government, special district or other public or 
municipal corporation or political subdivision of California 

o An officer of a sheriffs department, police department or private fire department 
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Employees requesting leave under this policy should comply with the following requirements: 


1. As soon as practicable after hire, or on becoming designated as a volunteer firefighter, reserve 
peace officer or emergency rescue personnel, employees should notify the company of their 
status. 


2. When called to emergency service, an employee should notify their manager and Human 
Resources as soon as practicable and provide information regarding the start and end dates 
for the requested leave. 


3. When returning from leave under this policy, the employee should provide the company with 
appropriate written documentation confirming that during the leave the employee was actively 
engaged in responding to an emergency. 


4. Onreturning from leave under this policy, employees will typically be restored to their 
positions, or to an equivalent position with equivalent pay, benefits, and other employment 
terms and conditions. 


Civil Air Patrol Leave (California) 


Del Taco provides employees with up to 10 days of leave per year for Civil Air Patrol duty. 


“Employee” means a person who may be permitted, required, or directed by an employer for wages or 
pay to engage in any employment and who has been employed by the employer for at least a 90-day 
period immediately preceding the beginning of leave, if otherwise eligible for leave. 


The employee must be a volunteer member of the California Wing of the civilian auxiliary of the U.S. 
Air Force Civil Air Patrol, responding to an emergency operation mission. 


An employee is entitled to up to 10 days of leave per year. However, the leave for a single emergency 
mission cannot exceed three days, unless the emergency is extended by the entity in charge of the 
operation and you approve the leave extension. 


The leave is unpaid. Del Taco does not require employees to exhaust all accrued vacation or other 
available leave to take Civil Air Patrol leave. 


Alcohol & Drug Rehabilitation Leave (California) 


Alcohol and Drug Rehabilitation Leave is time off work granted to California employees who wish to 
voluntarily enter and participate in an alcohol or drug rehabilitation program. 


Del Taco will provide reasonable accommodations to any employee who wishes to voluntarily enter into a 
treatment program. 


time off work to seek treatment, 

allowed use of sick days to get treatment, 
reassignment to a vacant position, 
adjusted work schedule or breaks, or 
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e other reasonable changes in employment that will help accommodate the treatment. 


Right to Payment 


Employees are not entitled to receive pay during their time off from work. They are, however, entitled to use 
any accrued sick days towards time off from work spent to get treatment for drug or alcohol addiction. 


Violations of Employee Rights 
Del Taco will not discriminate against an employee who wishes to voluntarily seek treatment. We will not: 


e demote 
e wrongfully terminate 
e refuse to rehire 
e fail to promote 
e suspend, or 
e in any other way discriminate against the employee for taking leave. 
An important exception - An employee may lose his or her job if the employee is: 


e unable to perform his or her duties, or 


e cannot perform the duties in a manner that would not endanger his or her health or safety or the 
health or safety of others. 


If this is the case, the employee may be let go or have his or her job duties adjusted without that action 
being a violation of California law. 


Lactation/Breastfeeding 


Del Taco provides a reasonable amount of break time to accommodate an employee's need to 
express breast milk for the employee's infant child. The company will make a reasonable effort to 
provide (if possible) the employee with the use of a room or other location in close proximity to the 
employee's work area for the employee to express milk in private. Such space will meet the 
requirements of the California Labor Code including a surface to place a breast pump and personal 
items, a place to sit, access to electricity, a sink with running water, and a refrigerator for storing 
breast milk. 


The requested break time should, if possible, be taken concurrently with other scheduled break 
periods. Nonexempt employees must clock out for any lactation breaks that do not run concurrently 
with normally scheduled rest periods. Any such breaks will be unpaid. 


The company reserves the right to deny, in writing, an employee's request for a lactation break if the 
additional break time will seriously disrupt operations. 
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Federal Family & Medical Care Leave (FMLA) 


The Company will comply with applicable state and federal laws regarding time off for parental, 
pregnancy, family, and medical reasons, including providing time off for absences covered under the 
Family and Medical Leave Act (“FMLA”) and your state’s applicable state family leave laws. For 
information regarding any rights you may have under your state’s laws, please contact Human 
Resources. 


Under the FMLA, an unpaid leave of absence may be granted to employees who have worked for the 
Company for at least 12 months, a minimum of 1,250 hours in the 12 months preceding the leave, 
and who are employed at a work site where 50 or more employees are employed by the Company 
within 75 miles of that work site. Such employees may be eligible for a leave where they have a bona 
fide need to care for a seriously ill parent, spouse, child, or registered domestic partner (as allowed 
under applicable state law), or for the birth or adoption of a child, or the placement of a foster child. In 
addition, eligible employees may be granted an unpaid leave of absence caused by their own serious 
medical condition, which prevents them from working. Eligible employees may qualify for Military 
Caregiver Leave or Military Qualifying Exigency Leave under the FMLA, as defined below. When 
possible, FMLA and state law will run concurrently. 


Employee Notice 


Employees must provide sufficient information for the Company to determine if the leave may qualify 
as a FMLA, as well as the expected timing and duration of the leave. Sufficient information may 
include that the employee is unable to perform job functions, the family member is unable to perform 
daily activities, the need for hospitalization or continuing treatment by a health care provider, or 
circumstances that support the need for Military Caregiver Leave or Military Qualifying Exigency 
Leave as indicated below. Employees also must inform the Company if the requested leave is for a 
reason for which FMLA was previously taken or certified. 


When possible, the Company requests a 30-day notice of the need for leave in order to plan for work 
coverage. If a 30-day notice is not possible, then employees must provide as much notice as 
practicable under the circumstances and must follow the Company’s call-in and attendance policies. 


Company Notice 


Once an employee provides sufficient information, the Company will notify the employee (a) whether 
he or she is eligible for FMLA and, if so, (6) whether any additional information is required, and (c) the 
employee’s rights and responsibilities regarding such a leave. The Company will also notify an 
eligible employee who has requested FMLA if the requested leave will be designated as FMLA 
protected leave and counted against the employee’s leave entitlement. 


If the Company determines an employee is not eligible for FMLA, the Company will provide at least 
one reason for ineligibility. The Company will also inform the employee if it determines that the 
requested leave does not qualify for FMLA protection. Employees not eligible for a FMLA may be 
eligible for an unpaid leave of absence due to their own disability or medical condition, which the 
Company will assess on a case-by-case basis. 
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Serious Health Condition 


To qualify for FMLA, an employee must have a serious health condition. A serious health condition is 
an illness, injury, impairment, or physical or mental condition that involves either an overnight stay ina 
medical care facility, or continuing treatment by a health care provider for a condition that either 
prevents the employee from performing the functions of the employee’s job, or prevents the qualified 
family member from participating in school or other daily activities. 


Subject to certain conditions, the continuing treatment requirement may be met by a period of 
incapacity of more than three (3) consecutive calendar days combined with at least two (2) visits toa 
health care provider or one visit and a regimen of continuing treatment, or incapacity due to 
pregnancy (under FMLA only), or incapacity due to a chronic condition. Other conditions may meet 
the definition of continuing treatment. 


Certification of Need for FMLA 


The Company may require an attending health care provider’s certification of the employee or family 
member’s serious health condition. The Company may also require periodic recertification supporting 
the need for leave. In any case in which the Company has reason to doubt the validity of any medical 
certification provided to support an employee’s request to take FMLA because of the employee’s own 
serious health condition, the Company may require the opinion of a second and third health care 
provider consistent with state and federal law. 


Militar ualifying Exigency Leave 


Eligible employees under FMLA may be provided up to twelve (12) weeks of leave in a rolling 12- 
month period when the employee has a qualifying exigency arising out of the fact that a spouse, son, 
daughter, or parent is on active duty or has been called to active duty in the National Guard or 
Reserves in support of a contingency operation. “Qualifying exigency” is defined by law as: (1) short- 


notice deployment, (2) military events and related activities, (3) childcare and school activities, (4) 
financial and legal arrangements, (5) counseling, (6) rest and recuperation, (7) post-deployment 
reintegration briefings, and (8) additional activities where The Company and employee agree to the 
leave. Time off for Military Qualifying Exigency Leave counts towards the 12-week maximum 
allowable time under FMLA. 


Military Caregiver Leave 


Eligible employees under FMLA may be provided up to 26 weeks (one-half year) of leave during a 
single 12-month period to care for a covered service member. A covered service member is the 
employee’s spouse, son, daughter, parent, or next of kin (meaning “nearest blood relative” or person 
“specially designated”) who is recovering from a serious injury or illness which occurred in the line of 
duty on active duty in the Armed Forces, National Guard, or Reserves, and which may render the 
service member medically unfit to perform his or her military duties; or for which the service member 
is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the 
temporary disability retired list. An employee may take a maximum combined total of 26 weeks of 
leave for Military Caregiver Leave and Medical or Family Care Leave or Military Qualifying Exigency 
Leave in a single 12-month period. 
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During Medical or Family Care LOA 


When an employee is taking FMLA leave for the employee’s own serious health condition, the 
employee may elect, or the Company may require, the use of accrued but unused PTO. When an 
employee is taking an unpaid FMLA to care for a seriously ill family member, the Company may 
require the use of accrued but unused PTO or the employee may elect to use available PTO. In order 
to use any accrued PTO, employees must comply with the Company’s normal paid leave policies. 


During an FMLA leave, the Company will continue to pay all applicable group health insurance 
premiums which it ordinarily pays on behalf of the employee. Employees must continue to pay the 
employee portion of the insurance premium during the leave of absence. Failure by an employee to 
make his or her premium payment may result in a loss of benefits. If the employee fails to return from 
this leave, in some circumstances, the Company may attempt to recoup the cost of the insurance 
premiums paid on behalf of the employee during the leave. Employees need not use their FMLA 
leave entitlement in one block. Such a leave may be taken intermittently or on a reduced leave 
schedule when medically necessary. Employees must make reasonable efforts to schedule leave for 
planned medical treatment so as not to unduly disrupt the Company’s operations. 


Returning to Work from FMLA 


Employees returning to work upon conclusion of an FMLA leave will be returned to their original 
position or to an equivalent position with equivalent pay and benefits, provided such job would have 
been available had the employee not taken the leave. Prior to returning to work, where the leave of 
absence is for the employee’s own serious health condition, the employee must provide the Company 
with certification from the attending health care provider indicating the employee is able to resume his 
or her work. 


Failure to return to work from an FMLA leave on the designated date may be interpreted as the 
employee’s voluntary resignation. If the employee returns to work outside of the legally allotted time 
for such a leave, the employee will only be reinstated if there is an available open position, which they 
are qualified to fill. 


FMLA Protections 


Use of any of the leaves permitted by the FMLA cannot result in the loss of any employment benefit 
that accrued prior to the start of an employee’s leave. It is unlawful for employers to interfere with, 
restrain, or deny the exercise of any right provided under the FMLA or to discharge or discriminate 
against any person for opposing any practice made unlawful by the FMLA or for involvement in any 
proceeding under or relating to the FMLA. The FMLA does not affect any federal or state law 
prohibiting discrimination, or supersede any state or local law or collective bargaining agreement, 
which provides for greater family or medical leave rights. If employees believe that they have been 
aggrieved, they may file a complaint with the U.S. Department of Labor or may bring a private lawsuit 
against an employer. 
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Other State’s Laws and Benefits 


Many states have their own family and medical leave laws in addition to the federal FMLA. 
Sometimes, the law parallels the protections provided by the FMLA. Other times, however, the state 
law provides greater benefits or protections than the Federal FMLA. For example, state law may 
cover smaller employers not covered by the FMLA or employees who have worked for an employer 
for less time than the FMLA requires, or may provide greater total job-protected time off than the 12 
weeks the FMLA provides -- especially for women giving birth to newborns, who may be entitled to 
time off for their own pregnancy disabilities, plus time off to care for their newborn after the birth. 


In addition, a handful of states provide some form of wage-replacement benefits for which you can 
apply while you are on an unpaid leave from work. California as an example, provides state disability 
benefits to workers who are temporarily unable to work due to their own medical conditions, including 
pregnancy and birth. 


Medical Leave of Absence 


As soon as you become aware that you are, or will become temporarily disabled for medical reasons, 
you must promptly notify your manager who will notify the Human Resources Department by 
completing and submitting a Request for Leave of Absence form in Dayforce. 


A certificate or note from your healthcare provider stating the length and reason for your leave, the 
duration of leave requested and your expected return to work date, must be attached to a completed 
Leave of Absence Request or forwarded within 15 days of the start of your leave. Your medical leave 
will not be approved unless the required certification is received. 


Upon proper verification, the Company will grant you a Medical Leave of Absence without pay for the 
period of your bonafide disability which begins on the first day of your leave. You must provide 
acceptable verification of disability and a prognosis of a reasonable expectation of being able to return 
to work even if intermittent leave is taken. 


In addition, the Company may require periodic verification (in accordance with state and federal laws) 
of your inability to work (including, for example, examination by a doctor designated by the Company). 
Any misrepresentation of the leave request or disability will be grounds for disciplinary action up to 
and including termination. 


You may not be employed elsewhere while on leave and engaging in employment while on leave shall 
entitle the Company to terminate your employment. The Company may also terminate your 
employment if it is determined that you have committed a fraud upon the Company in your request for 
aleave. Your continued absence from work beyond your disability (as determined by your health care 
provider) will be deemed a voluntary termination of your employment unless state or federal laws 
dictate otherwise. 
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California Family & Medical Leave (CFRA) and PDL 


Under the California Family Rights Act of 1993 (“CFRA’”), if you have more than 12 months of service 
with us and have worked at least 1,250 hours in the 12-month period before the date you want to 
begin your leave, you may have a right to unpaid family care or medical leave (CFRA leave). 

This leave may be for up to 24 work weeks in a rolling 12-month period for the birth, adoption, or 
foster care placement of your child or for your own serious health condition or that of your child, 
parent, spouse, grandparents, grandchildren, siblings, registered domestic partners or their child 
(regardless of the child’s age) and adult children. Military exigency for an employee and a registered 
domestic partner is also a qualifying reason for CFRA leave. Qualifying employees who need time off 


related to the covered active duty (or call to covered active duty) of an employee’s spouse, 
domestic partner, child, or parent in the Armed Forces of the United States may be granted 
protected leave. 


If both parents of a child work for Del Taco, the company will grant separate CFRA leave to each 
qualifying parent, either at the same time or back to back, depending on the employees’ requests. 


Pregnancy disability leave for up to four months will be a right separate from the CFRA as of 
2021. This means a California employee with pregnancy disability could be entitled to pregnancy 
disability leave under the FMLA, separately under California law, and then entitled to additional 
leave under the CFRA for a different qualifying reason. 


Even if you are not eligible for CFRA leave, if you are disabled by pregnancy, childbirth, or a related 
medical condition, you are entitled to take a California Pregnancy Disability Leave of up to four 
months, depending on your period(s) of actual disability. If you are CFRA eligible, you have certain 
rights to take BOTH a California Pregnancy Disability Leave and a CFRA leave for the birth of your 
child. Both leaves contain a guarantee of reinstatement; For pregnancy disability it is to the same 
position and for CFRA it is to the same or a comparable position at the end of the leave, subject to 
any defense allowed under the law. 


If possible, you must provide at least 30 days advance notice for foreseeable events (Such as the 
expected birth of a child or a planned medical treatment for yourself or of a family member). For 
events which are unforeseeable, we need you to notify us, at least verbally as soon as you learn of 
the need for the leave. 


Failure to comply with these notice rules is grounds for, and may result in, deferral of the requested 
leave until you comply with this notice policy. 

We may require certification from your health care provider before allowing you a leave for pregnancy 
or your own serious health condition or certification from the health care provider of your child, parent, 
or spouse who has a serious health condition before allowing you a leave to take care of that family 
member. When medically necessary, leave may be taken on an intermittent or a reduced work 
schedule. 


If you are taking a leave for the birth, adoption, or foster care placement of a child, the basic minimum 
duration of the leave is two weeks and you must conclude the leave within one year of the birth or 
placement for adoption or foster care. 
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Employees who take leave under the new CFRA or who take FMLA leave will be eligible to apply to 
the California Employment Development Department for paid family leave (PFL) benefits. The PFL 
program provides up to eight weeks of partial wage replacement to bond with a minor child within one 
year of the child’s birth or placement, or to care for a seriously ill parent, child, spouse, registered 
domestic partner, grandparent, grandchild, sibling, or parent-in-law. PFL also will provide partial wage 
replacement for employees who participate in certain qualifying military exigencies. 


California Pregnancy Disability Leave 


Del Taco provides female employees with job-protected unpaid leave, up to four months, for 
disabilities relating to pregnancy, childbirth, or related medical conditions (meaning a physical or 
mental condition intrinsic to pregnancy or childbirth). For the purposes of leave under this policy, “four 
months” mean the number of days the employee would normally work within four calendar months 
(one-third of a year equaling 17 1/3 weeks), if the leave is taken continuously, following the date the 
pregnancy leave commences. 


The company also provides reasonable accommodations, to the extent required by law, for conditions 
related to pregnancy, childbirth, or related medical conditions. In addition, a transfer to a less 
strenuous or hazardous position or duties may be available pursuant to an employee’s request, if 
such a transfer is medically advisable. Employees requesting a leave or reasonable accommodation 
should promptly notify their manager and Human Resources. 


Accrued paid sick leave must be used concurrently with leave taken under this policy. If SDI benefits 
have begun, the employee may choose to supplement those benefits with accrued paid sick leave. 
Paid sick leave and SDI benefits combined may not exceed 100% of regular pay. 


Additionally, employees may choose to use accrued paid leave (such as vacation), concurrently with 
some or all of the leave under this policy. To receive paid leave, eligible employees must comply with 
the company’s normal procedures for the applicable paid-leave policy (e.g., call-in procedures, 
advance notice). If SDI benefits are being paid, accrued paid leave and SDI payments combined may 
not exceed 100% of pay. 


If employees and their families participate in the company’s group health plan, the company will 
maintain coverage during leave under this policy on the same terms as if employees had continued to 
work. Employees must make arrangements to pay their shares of health plan premiums while on 
leave. In some instances, the company may recover premiums it paid to maintain health coverage or 
other benefits for employees and their families. Use of leave under this policy will not result in the loss 
of any employment benefit that accrued prior to the start of leave under this policy. Employees should 
consult the applicable plan document for information regarding eligibility, coverage, and benefits. 


When seeking leave or a reasonable accommodation under this policy, employee must provide 
Human Resources with the following: 


As soon as practicable and if possible prior to commencing leave, a statement from a health care 
provider supporting the request for leave or reasonable accommodation. The statement should 
confirm that the requested leave or reasonable accommodation is based on a pregnancy-related 
disability, and if the statement is provided in support of a leave request, the statement should include 
an anticipated start and end date. An employee must also supply periodic reports as deemed 
appropriate during the leave regarding the employee’s status and intent to return to work. 
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Upon return from leave, medical certification of fitness for duty before returning to work. The company 
will require this certification to address whether employees can perform the essential functions of their 
positions. 


Failure to comply with the foregoing requirements may result in delay or denial of leave, or disciplinary 
action, up to and including termination. 


To the extent required by law, the company will inform employees whether they are eligible for leave 
under this policy. Should employees be eligible for leave, the company will provide eligible employees 
with a notice that specifies any additional information required, as well as their rights and 
responsibilities. 


As detailed in the California Family Rights Act (CFRA)-Family and Medical Leave Act (FMLA) Policy, 
the company will also inform employees if leave will be designated as FMLA-protected and, to the 
extent possible, note the amount of leave counted against employees’ leave entitlements. 


Additionally, the company will engage in an interactive process with employees who request a 
reasonable accommodation under this policy. 


An employee who exercises her right to take PDL is guaranteed a right to return to the same position, 
and not a comparable position, and the employer must provide the guarantee in writing on request of 

the employee. However, if the employer has a permissible defense as described below, the employee 
may be reinstated to a comparable position instead. 


If an employee fails to return to work as scheduled after leave under this policy, or if an employee 
exceeds the leave entitlement, the employee will be subject to the company’s other applicable leave 
of absence, accommodation, and attendance policies. This may result in termination if the employee 
has no other company-provided leave available to her that applies to the continued absence. 


An employee has no greater right to reinstatement to the same position or to other benefits and 
conditions of employment than those rights she would have had if she had been continuously at work 
during the pregnancy disability leave. 


For information regarding any rights you may have under your state’s pregnancy disability laws, 
please contact Human Resources. 


Personal Leaves of Absence 


The Company may grant personal leaves of absence without pay for a maximum of sixty (60) days ina 
rolling 12-month period and only for compelling personal reasons. You must be employed with the 
Company for at least 90 days to be eligible for this leave. 


As an example, although not an all-inclusive list of reasons for a personal leave of absence, the 
Company may grant a personal leave for the following reasons which may not be covered 

under another federal, state or locally mandated leave law: serious stress, divorce, loss of a loved 
one, domestic violence/abuse, or health problems of a family member that are not covered under 
FMLA or your state’s family leave laws. 
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The Company may grant a personal leave only where such leave does not impose an unfair or undue 
hardship on other employees or the Company. Such leaves should be requested in advance of at 
least 30 days to the extent practical, and in writing by you, explaining the specific reasons for the 
request. Your Manager alone cannot approve a personal leave of absence. Your personal leave of 
absence is not approved until it is reviewed and approved by the Human Resources Department. 


Vacation time must be exhausted when taking a Personal Leave of Absence unless otherwise 
prohibited under federal, state, or local laws. Failure to return from a leave at the time agreed may 
result in the termination of your employment. 


Upon your return from leave, Del Taco will make every reasonable effort to keep you in your previous 
position or one of like responsibility and salary level. If this is not possible, then the Company will seek 
to assign you to a position in which the least reduction in responsibility and salary is necessary if such 
work is available and you are qualified. It is your obligation to maintain contact with your manager at all 
times regarding staffing concerns. 


At the expiration of a personal leave, you will be terminated if, among other scenarios, you: 


fail to return to work as scheduled following a leave of absence, 

engage in other employment while on personal leave 

made misrepresentations or committed fraud in relation to your leave and/or its approval 
in your absence, evidence of wrongdoing was discovered 

if a comparable position is not available upon your return. 


aRWONP 


An employee on leave status is not entitled to pay of any kind, including holiday pay, bereavement pay, 
bonuses, jury duty pay or other paid leaves. 


Military Leave 


If you are required to serve in any branch of the Armed Forces of the United States or are engaged in 
state military service, you will be given the necessary time off without pay to serve in accordance with 
federal and state laws. 


The Company will comply with the Uniform Services Employment and Reemployment Rights Act of 
1994 (“USERRA”) and applicable state laws pertaining to military leave. 


As the laws change, or as interpretations of the laws change, military leave benefits for employees 
may change accordingly. No attempt is made in this policy to cover all possible situations and 
circumstances that may arise when an employee is ordered to active duty. Therefore, as military 
leave situations arise, employees should consult with their manager and/or Human Resources for 
current and complete details regarding their military leave rights and should make sure Human 
Resources is contacted regarding any continuation of benefits issues. 


In accordance with USERRA, employees who perform service in the uniformed services (as defined 
by USERRA) are entitled to a military leave of absence from their positions, subject to the limitations 
and restrictions set forth in federal and state laws. Upon receiving an assignment for military service, 
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employees should promptly provide notice to their manager prior to going on military duty, unless 
precluded by military necessity. 

Employees who perform service in the uniformed services (as those terms are defined by USERRA) 
will be placed on unpaid military leave status for all days that they are engaged in such military 
service. 


Affected employees are not required to use paid time off for military leave; however, they may elect to 
use accrued vacation at their discretion. 


Employees on military leave of absence will be entitled to participate in any rights and benefits that 
are available to employees on non-military leaves of absence. 


Under federal laws, you have the right to reinstatement if the Company receives advance written or 
verbal notice of service; you have five years or less of cumulative service in the uniformed services 
while employed with us; you return to work or apply for reemployment in a timely manner after 
conclusion of service; and you have not been separated from service with a disqualifying discharge or 
under other than honorable conditions. 


Under federal laws, if you are eligible to be reemployed, the Company will restore you to the job and 
benefits you would have attained if you had not been absent due to military service or, in some cases, 
a comparable job. 


The Company will also observe any required state military leave laws depending upon the state in 
which you reside. 


Military orders should be presented to your Manager and arrangements for leave made as early as 
possible before your departure. You are required to give advance notice of their service obligations to 
the Company unless military necessity makes this impossible. You must notify your Manager of your 
intent to return to employment based on requirements of the law. 


If you leave your job to perform military service, you have the right to elect to continue your existing 
health plan coverage for you and your dependents for up to 24 months while in the military. Even if 
you don't elect to continue coverage during your military service, you have the right to be reinstated to 
the Company’s health plan when you are reemployed, generally without any waiting periods or 
exclusions (e.g., pre-existing condition exclusions) except for service-connected illnesses or injuries. 


Military Spouse Leave 


The company will provide Military Spousal Leave to qualified employees which provides up to 10 
unpaid days off when their spouse or registered domestic partner is on leave from military 
deployment. 


A qualified employee is one who works more than 20 hours per week and whose spouse or registered 
domestic partner is a member of the Armed Forces, National Guard or Reserves who has been 
deployed during a period of military conflict. The employee must provide Human Resources with 
notice within at least two business days of receiving official notice that their spouse will be on leave 
from deployment that s/he wishes to take leave. The employee must also provide Human Resources 
with written documentation certifying the spouse will be on leave from deployment before leave will be 
granted. 
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Workers’ Compensation 


On-the-job illnesses and injuries are covered by our Workers’ Compensation Insurance Policy. This 
insurance is provided at no cost to you. If you are injured on the job, report the incident immediately 
to your manager. If your illness or injury results in lost time from work of more than three (3) 
consecutive days, you will be placed on a Workers’ Compensation Leave of Absence. 

Consistent with applicable state law, failure to report an injury within a reasonable period of time could 
jeopardize your claim. We ask for your assistance in alerting management to any condition which 
could lead or contribute to an employee accident. You are required to report the matter truthfully and 
with all relevant detail. Fraud or misrepresentations, or material omissions, may be grounds for a 
rejection of your claim and for Company disciplinary action. 


Del Taco will abide by all requirements set forth by the Workers’ Compensation Act and any other 
applicable law. We will not take any adverse action against an employee in retaliation for filing a 
workers’ compensation claim (this does not in any way waive any rights of the Company to terminate 
or otherwise discipline you, or to file claims against you, if you have filed false reports or claims, fake 
an injury or the extent of that injury, or otherwise attempt to commit or actually commit fraud upon the 
Company). The amount of the benefits payable to you and the duration of payment depend upon the 
nature of your injury or illness. 


CALIFORNIA: Del Taco maintains a Medical Provider Network through our Workers’ Compensation 
Insurance carrier in the State of California. As such, treatment will be provided for any work-related 
injuries or illnesses at a company approved medical facility — designated by our Workers’ 
Compensation Insurance carrier if you cannot be treated adequately on the Company premises. 
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On the Job — General 
Information 
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Trusted and Safe 


Businesses and employers play a key role in preventing and slowing the spread of COVID-19 within 
the workplace and Del Taco follows, and in some cases, goes above and beyond to ensure that our 
teams work in a trusted and safe environment. 


Del Taco utilizes many resources available including local county health departments, the Centers for 
Disease Control (CDC), and World Health Organization as well as local and state/county ordinances 
to ensure COVID-19 preparedness, response, and control plans that take into account workplace 
factors such as feasibility of social distancing in the workplace, ability to stagger employee shifts, 
degree to which employees interact with the public in person, wearing of masks and other personal 
protective gear, geographical isolation of the workplace, and monitoring, contract tracing, restaurant 
closing and cleaning protocols and quarantine when applicable. 


We take extreme precautions to ensure employees at increased risk for severe illness are 
accommodated as needed and our policies regarding sick leave for employees support our priority for 
continuity of operations. These policies and procedures/protocols are fluid and change rapidly so 
please refer to your Regional HR Manager for the latest COVID-19 requirements and protocols. 


General Health & Hygiene 


Your personal habits and behaviors can impact each customer that eats at Del Taco. Failure to wash 
your hands frequently or report illness and infections to your supervisor increases the chances of 
harmful bacteria transferring into food. For this reason, employees are expected to shower regularly, 
use deodorant, report to work in a clean uniform and follow the guidelines below: 


Handwashing 


Hands should be washed before starting work and any time after touching raw food or dirty surfaces. 
Hands may only be washed in a hand wash sink supplied with hand soap and paper towels. You will 
find at least one hand wash sink in the kitchen area, in addition to those located in the restrooms. 
Never use sinks designated for dish washing or food prep. 


Procedure 
Use hot water (at least 100*F), apply hand soap, and scrub hands together for at least 20 seconds 


(focus under nails and between fingers). Rinse and dry your hands with single use paper towels. Use 
towel to turn off water faucet. Apply hand sanitizer. 


Employee Health 


As a Del Taco employee and food handler, it is your responsibility to make sure you do not handle 
food when you are sick, and to report contagious illnesses to your supervisor. If you are experiencing 
any of the symptoms below, you may not work with exposed food, clean equipment, or utensils. 
Employees must be symptom free for at least 24 hours before returning to work. 
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Diarrhea 

Vomiting 

Sore throat with fever 

Persistent sneezing, coughing or runny nose that causes a discharge from your eyes, nose, or 
mouth. 

» Jaundice (yellowing of skin) 

« Infected cuts, wounds or lesions that contain pus on the hand, wrist, or arms. 


Additionally, please tell the manager in charge if you have been diagnosed or exposed to people ill 
with a contagious bacteria or disease, especially those listed below: 


Norovirus 

Salmonella Typhi 

Salmonella spp. 

Shigella spp. 

Eshcerichia (including E.coli 0157:H7 or other infection) 
Hepatitis A 

Entamoeba histolytica 


» on © 8B 8 8 @ 


Employees diagnosed with any of the listed contagious bacteria or disease must be cleared by the 
appropriate Health Authority before returning to work. 


Appearance & Grooming Standards 


The Del Taco atmosphere is maintained, in part, by the image you present to our guests. Therefore, it 
is very important that you observe good habits of grooming and personal hygiene. 


All Team Members are expected to maintain a professional image at all times. Any styles or fads that 
are not socially acceptable to our guests are not acceptable as part of our Team Member appearance 
standards. Management ultimately has the final say on what is acceptable or not. 


The following uniform and appearance standards must be followed at all times while in the restaurant. 
By following Del Taco’s Appearance and Grooming standards, you promote safety, a professional 
image, and a pleasant atmosphere for our guests. 


Any Team Member who does not meet the appearance and/or grooming standards set by the 
Company may be subject to corrective action and may be asked to leave the restaurant to change 
clothing. Hourly Team Members will not be compensated for any work time missed because of failure 
to comply with designated appearance and grooming standards. 


Grooming Standards 
Facial Hair is allowed provided it complies with the following: 


» Is not more than %4” in length on all sides 
«Does not extend down to the neck 
« Beard guard must be worn if required by the State or County 
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Tattoos 


« Tattoos & body markings below the neck are allowed however they must not be offensive in 
any way 

" Tattoos & body markings above the neck are not allowed at all 

« The only exception to neck tattoos that are allowed are small non-offensive tattoos on the back 
of the neck or behind the ear 


Piercings 


« Facial piercing (eyebrow, lip etc.) may not be worn 
"Nose piercing is allowed if post style (no plugs or hoops) 


Jewelry 


" Team Members can wear multiple “post” earrings (no plugs, gauges, dangling or hoops) 
« Bracelets are not allowed (except PRIDE wristband) 

» Awatch and one plain ring per hand can be worn 

=» One necklace may be worn if it stays inside the uniform 


Fingernails 


» Fingernails must be natural, short, clean 

» Fingernails CANNOT extend past your fingertips 

« Nail polish is permitted provided it is not chipped 

« Long fingernails, acrylic, or plastic nails are NOT permitted 
« Gloves must be worn when handling, food- no exception 


« All Team Members must have clean, well-groomed hair and restrained if below the collar 

* No loose ponytails 

# Long hair must be confined with no loose strands of hair showing around the face or ears 

« Hat or visor must be worn when working Back of House (Taco Bar, Grill, Prep) and hair must 
be kept inside of the hat or visor (a hair net may be worn in conjunction with a company 
approved hat or visor). 


Uniform Standards 
Shirt 


= Team Members must wear a clean and presentable uniform shirt free of wrinkles, rips, tears, 
stains, or holes 

= May be worn tucked in or untucked 

" Team Members can wear a plain, black, long sleeve shirt underneath a Del Taco uniform shirt 


= Team Members must wear black slacks in good condition 
« Blue/black Jeans are permitted if: 

= No faded or acid washed jeans are permitted 

« Free from holes, frays, tears, and embellishments 

» Must be worn at the waist 


Del Taco Restaurant Handbook 2021 Page | 58 


» Should not extend past the shoe and cannot drag on the ground 
» Skinny jeans are acceptable 

« Faded, ripped/torn, or unhemmed pants are not permitted 

« Ifa belt is worn, must be black and undecorated 

» Sweatpants/gym wear is not allowed 


Shorts - for Outside Order Takers Only (OOT) 


" OOTs may wear shorts 

» Plain black or khaki in color or jean shorts 

= No shorter than right above the knee & no longer then right below the knee 

"No holes, rips/tears, studs, or rhinestones while in the OOT position. 

» Regular work pants will need to be brought to their shift to be changed into for any other 
position that they may need to work before or after working the OOT position. 


Jackets/Sweatshirts 


" Team Members may wear a company-issued sweatshirt/jacket, which is clean and 
presentable 

Team Members may wear a clean and presentable jacket 

Team Members can wear the following approved jackets when working in the restaurant: 
Company issued jacket with Del Taco graphics 

Must be clean, presentable and wrinkle free 

Team Member supplied plain black jacket 

Must be clean, presentable and wrinkle free 

Plain Black Jacket with no artwork, designs, slogans, etc. 

No hoodies, sweaters, or cardigans 


Face Masks 


« All Team Members must wear a clean and presentable Face Mask as they are now part of our 
uniform policy 

No full face masks, respirator face masks or face shields may be worn 

Face masks must be worn properly and cover the nose and the mouth 

The only approved Uniform Face Masks that may be worn when working in the restaurant are: 
Company Issued Face Masks with Del Taco graphics 

Must be clean and laundered after each use 


Employee supplied Face Masks 


» I|fare-usable Face Mask 
=» Must be clean and laundered after each use 
# Plain Black only with no artwork, designs, slogans, or logos 


If a Disposable Face Mask 


» Must be clean and must be discarded of properly after each shift 
# Plain color or typical surgical face covering with no artwork, designs, slogans or logos 


Apron 


» Team Members working in food areas must wear a clean company-issued full apron 
» Name Tag 
» Managers and Cashiers must wear a visible company-issued nametag with their name 


Del Taco Restaurant Handbook 2021 Page | 59 


Socks 
» Clean socks are required 
Shoes 


= Team Members must wear appropriate black slip-resistant work shoes from an approved 
vendor (or Del Taco-issued black overshoes) 

» Shoes must be clean and in good condition 

» No canvas tennis shoes, open-toed shoes or leather soles are permitted 


Clean Uniforms in Good Condition 


« All pieces of the Team Member’s uniform must not be stained, ripped, torn, faded or thread- 
bare 
* No wrinkles 


Personal Automobiles and Insurance 


General Managers, Assistant General Managers, Acting General Managers and Shift Managers are 
allowed and often required to drive on company business. Team Members and Team Leaders are not 


allowed to drive on company business. 


If you are required to drive to conduct company business, you are required to have a reliable means 
of transportation as an ongoing condition of continuing employment. 


All drivers: 


« Must be at least 18 years of age 

» Must have a valid operator’s/driver’s license 

» Must have full liability (personal injury and property damage) insurance in, at least, the 
minimum limits required under state law, in effect at all times. 

» Must maintain a current proof of insurance certificate in their vehicles at all times. 

« Must abide by the laws of your state at all time including the use of mobile devices 


Mobile Phones and Devices 


Mobile phones are never allowed to be used during working hours in the restaurant and are to be kept 
out of guest view. 


Del Taco will not be responsible or liable for the loss of any devices brought into the workplace. 


While at work, employees are expected to exercise discretion in using their mobile devices. Del Taco 
policies pertaining to harassment, discrimination, retaliation, trade secrets, confidential information 
and ethics apply to employee use of personal mobile devices. 
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Personal calls, e-mails, or text messaging during the workday, can interfere with restaurant operations 
and employees must handle personal matters on non-work time and ensure that friends and family 
members are aware of the policy. 


Non-exempt employees may not use their personal devices for work purposes outside of their normal 
work schedule without authorization in advance from management. This includes reviewing, sending, 
and responding to e-mails or text messages, responding to phone calls, or making phone calls. 


Del Taco requires the safe use of mobile devices by employees who use them to conduct company 
business. Safety must come before all other concerns. 


Employees are required to obey all applicable state and local laws regarding the use of mobile 
communication devices while driving. 


Employees who use mobile devices while driving on company business must refrain from making or 
receiving calls, emails, texts, or other communications while driving. If an employee needs to make or 
receive a call or text while driving, the employee must ensure that the vehicle is stopped and parked 
in a safe and appropriate parking area for the communication. 


Hands Free equipment should be used in accordance with the state law in which you are driving. Del 
Taco does not provide hands-free equipment for use with company issued or personal mobile 
devices. 


Under no circumstances are employees allowed to place themselves or others at risk to fulfill 
business needs. Employees who are charged with traffic violations resulting from the use of their 
phone while driving will be solely responsible for all liabilities that result from such actions. 


Standards of Conduct 


Del Taco needs a positive environment to promote efficiency, productivity, and cooperation amongst 
employees. It is important to understand that an employee who violates Company work policies, 
including without limitation, safety rules, standards of conduct, harassment, or discrimination rules, or 
fails to perform at a satisfactory level, or is involved in conduct which we deem as inappropriate, 
unprofessional, obscene, dishonest, or illegal, or which negatively impacts the Company, will be 
subject to disciplinary action up to and including termination of their employment. 


Employees should expect to be treated with courtesy and respect by members of management and 
other employees. Situations may arise where the Company must investigate certain matters to 
determine the facts regarding allegations or evidence of inappropriate behavior and/or violations of 
Company policies and guidelines; in such situations, all employees must be truthful, honest and 
cooperate fully, and volunteer information which the employee reasonable knows or should know is 
relevant to the investigation. All such investigative activities and interviews are strictly confidential 
and may not be discussed or speculated on by employees or outside of the Company. 


The Company will not tolerate any retaliation committed against employees for their participation in 
any investigation nor for any information provided. If you suffer retaliation related to making an ethics 
or other complaints of illegality or inappropriate behavior, you should promptly report the matter to 
your manager, Human Resources, or if need be, to the General Counsel. 
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There are certain types of behaviors and actions that cannot, and will not, be permitted to occur based 
on their impact on the Company or others, including guests, co-workers, vendors, contractors or 
suppliers or other non-employees that do business with us. Although “cause” is not required for 
termination, it is important for employees to know they will be subject to disciplinary action (including 
the possibility of immediate termination) for the following offenses: 


1. Failure or refusal to carry out job assignments or management requests. 


2. Unauthorized release of Company information and breaches of confidential information, insider 
trading, trade secrets or proprietary information. 


3. Using profanity while on Company premises, including to or in the presence of guests or other 
employees. 


Falsification of any work, personnel, or other Company records. 
Removal of Company or guest property, or the property of others, without permission. 


Any act of dishonesty. 


ots OOM 


Misappropriation, misdirection, or theft of Company funds or property, including without limitation, 
making unauthorized charges against a company account, falsifying register information, floating 
bank deposits, failure to make bank deposits per company policy, taking cash from customers 
except in the context of properly accounting for it to the Company, selling Company property 
without approval, allowing or giving unauthorized discounts or “freebies,” falsifying expense 
reports, or misusing/abusing Company benefits, or conspiracy or attempt to commit any of the 
same. Abuse of Company property for personal or criminal use (e.g., using Company equipment 
to run a side-business or to create infringing goods, etc.) is likewise prohibited. 


8. Failing to meet guest satisfaction standards or inappropriate handling of a guest complaint or 
reaction to a guest (e.g., cursing back at a guest because they cursed at you). 


9. Threatening, intimidating, coercing, or expressing violence, or aggressive behavior, towards any 
other person, including a member of management, coworker, supplier, or guest, whether actual or 
implied, or planned. Bullying in all of its forms. 


10. Creating or causing dissension at the workplace, including without limitation, through gossip, lies, 
fighting, “bashing” one’s boss or the Company, refusal to cooperate with Team efforts or with work 
requiring Team cooperation or work items needing input from and between employees. 


11. Violating Company policy against Sexual Harassment and other Workplace Discrimination or 
Harassment or the Equal Opportunity Employment policy. 


12. Violating the Company's Drug & Alcohol policy, including being under the influence during work 
hours or activities or driving on work-related matters including recreation use of marijuana. 


13. Damaging, defacing, destroying, hiding, converting, or disposing of Company, co-worker, or guest 
property, including without limitation, destruction of another’s work product, or unauthorized 
destruction of Company files (hard copy or electronic). 


14. Disorderly, immoral, indecent, criminal, or illegal conduct on Company premises or in any other 
manner associated with our Company. In addition, commission of crimes at any time (including 
the discovery of past crimes), may be grounds for reassignment or termination, in accordance 
with applicable law. 
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15. Falsifying or misrepresenting payroll or time records, including without limitation, punching in or 
out or punching in and then failing to promptly begin or return to work. 


16. Possessing or brandishing weapons of any kind on Company property, including without 
limitation, Keeping such weapons concealed in bags, purses, desks and filing cabinets, or on 
one’s person. 


17. Refusing to cooperate, or interfering, with any Company investigation, or triggering a Company 
investigation in bad faith, making a false ethics or other charge/complaint which triggers an 
investigation, breaching confidentiality, providing false information, or withholding relevant 
information, intimidating witnesses or potential witnesses or others who may be involved with the 
investigation, hiding, or destroying relevant evidence related thereto. 


18. Violating Company confidentiality standards, including divulging company-privileged information, 
employee-sensitive information, or any non-public business information including without limitation 
business plans, data, financial information, or acquisition targets. 


19. Disregard of safety, including without limitation, Company rules (however communicated, posted, 
or implied), failure to attend to routine safety procedures, failure to report guest or worker injuries, 
failure to responsibly address any unsafe condition. It is everyone’s responsibility to keep our 
restaurants safe for all guests and workers and other invitees. 


20. Carelessness in handling money or other Company property. 


21. Failure to work regular hours and assigned shifts, including absenteeism, unexcused absences, 
walking off the job without permission, failing to report absences, no call/no show, tardiness or 
leaving early without permission, excessive lunch, or other breaks. 


22. Failure to properly, fully and/or accurately report financials, including all sales and other income. 
Deception in income and accounting is grounds for immediate termination, including, for example, 
purposeful failure to ring up sales. 


23. Failure to comply with company appearance, dress and/or grooming standards. 


24. Misuse or abuse of company communication systems, including e-mail, voicemail, bulletin boards, 
text messaging, blogging, mobile phones, networks, etc. 


25. Violation of the Company's rules, policies, or practices as set forth in this handbook 


or elsewhere. 


This is not an exhaustive list of the types of offenses that can lead to disciplinary action up to and 
including immediate termination, but it provides many examples of conduct that is impermissible. By 
providing these examples, the Company in no way restricts its legal discretion to discipline employees 
or terminate the employment relationship at-will. In all events, the Company reserves all rights and 
remedies, including reports to authorities, seeking injunctions, or filing litigation. 

If an employee needs clarification of a specific issue related to these standards, he/she should seek 
clarification from the Human Resources Department. 


If the Company determines it is necessary to investigate any employment matter, the Company will 
attempt to keep information obtained during the interview process as confidential as is practical, 
consistent with the needs of the situation—but in no event shall Company be restricted or prevented 
from using any information it may obtain, whether for its own defense or for its pursuit of legal or 
equitable action, regardless of the type of action, claim, investigation, or other matter at hand. 
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We have set a high standard of behavior and honesty for all employees. Be uncompromising in your 
honesty and integrity and make sure your personal conduct is the very best it can be. 


Employee Parking 


We encourage you to lock your vehicles and secure all valuable or important items. The Company 
cannot accept liability for damage to your vehicle or any theft of your vehicle or its contents. 


It is important that you park your vehicle away from the building. This will make our guests happy by 
leaving the front stalls open for their use. 


Personal Belongings 


Avoid bringing personal property and valuables to work, as the Company is not responsible for lost or 
stolen items and does not insure your personal property. Purses, cell phones, wallets, keys, jewelry, 
and other personal belongings should be kept in a locked or secured location or on your person. 


The Company will not be responsible or liable for any personal property of an individual that is lost, 
stolen or damaged (including papers, electronic information or personal items). The responsibility for 
safeguarding, replacing or repairing personal property that is lost, stolen or damaged while on 
Company premises or in a Company-owned vehicle is that of the respective employee. 


Visitors 


Friends, relatives, or acquaintances are not to come to your restaurant to discuss personal or 
business matters during your work shift. Employees who are working must not be disturbed, 
interrupted, or disrupted by solicitations or the distribution of literature. 


The Company welcomes you as guests at our restaurants. As a guest, we ask that you conduct yourself 
in a mature fashion and refrain from disrupting the operation of our business and ensure that those 
accompanying you do the same. We hope you enjoy your visit and plan to visit our restaurants often, 
but you will be responsible for your own behavior and possibly for the behavior of those you bring with 
you. 


For the safety and security of our restaurants and our employees, and to protect the technical and 
confidential aspects of our business, visitors are not permitted behind the counter. If you see a person 
who may not have proper authorization, please notify your manager immediately. 


If you are not “on the clock,” you are prohibited from being behind the counter or in any areas otherwise 
designated for employees that are working. No employee is allowed to “hang out” while not working, 
and it is strictly prohibited to enter our restaurants after-hours by yourself or with others. 


If you provide people with unauthorized products or services (including coupons, free food, or drinks), 
you may face disciplinary action, up to and including termination. 
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Inquiries from Outsiders 


From time to time, managers or employees may be contacted by a person outside the Company 
regarding a current or former employee. Because these inquiries often involve confidential 
information and/or legal issues you are required to refer all callers to our Human Resources 
Department. 


You should never provide or disclose employee schedules, personal information to any outsider. This 
includes verifications of employment, references, and other employee inquiries. 


Personnel Files, Access & Inquiries 


Del Taco’s Human Resources Department maintains personnel files for its employees in accordance 
with state, local and federal laws. When applicable, a separate confidential/medical file for each of its 
employees may be appropriate to protect the privacy of its employees. 


Information kept in the files is confidential and maintained in compliance with state and federal laws 
and regulations. The files and the information kept in these files and maintained by the Company are 
the property of Del Taco unless otherwise required under state, federal and local laws. 


Access to Personnel Files by Employees 


An employee may have access to view documents in his or her personnel and medical files provided 
it is done in an appropriate time, place, and manner as determined by the Human Resources 
Department. An appointment must be requested in advance. 


All information in the personnel file is treated as confidential information belonging to Del Taco and all 
medical information is treated as confidential in accordance with applicable state, federal and local 
laws. An employee may be given a copy of any documents in his or her personnel or medical file that 
the employee has signed upon written request in advance by the employee. In addition, employees in 
certain states, including California, are entitled to a copy of their personnel file upon advance written 
request. 


In addition to access by the employee, access may be granted by the Human Resources Department 
when the information is needed for company business, when the employee gives written 
authorization, when a subpoena is served, or when the information is general knowledge such as 
name, business phone number and position. In all cases, please refer all requests to review 
personnel files to Human Resources. 


Access to Personnel Files by Other Employees and Managers 


Access to personnel files is limited to management personnel who have a legitimate reason to review 
the file and as required in the performance of their work. Access to medical records will be provided 
to other employees and management personnel only on a need-to-know basis in accordance with 
applicable law (for example, managers may be advised of work restrictions and accommodations 
needed by the employee). 
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Access to Personnel Files by Non-employees 


Generally, a subpoena will be required in order for a non-employee to gain access to any employee 
information. Exceptions, such as providing information to state unemployment agencies, both federal 
and state investigators, and the like may be made by the Human Resources Department, after 
confirmation of the identity of the agency and individual. 


Applicable law may require disclosure of employee information to government agencies without prior 
notice to the employee. With respect to medical records, even with a subpoena, the Human 
Resources Department will first consult with legal counsel prior to compliance with the subpoena. 


No Solicitation/No Distribution 


In order to avoid disruption of the Company operations, employees of the Company may not solicit or 
distribute materials at any time for any purpose on Company property. As well, non-employees may 
not solicit or distribute materials at any time on the premises, including the parking areas which are 
considered company property. There may be exceptions to this policy for legally protected union 
activities. 


Employment of Relatives 


The Company does not maintain a strict policy that prohibits the employment of relatives in all 
circumstances. However, there are significant restrictions on the employment of relatives under some 
circumstances. 


The employment of relatives has the potential to cause serious conflicts and problems with ethical 
behavior, favoritism, and employee morale. In addition to claims of partiality in treatment at work, 
personal conflicts from outside the work environment and even sexual harassment claims can be carried 
into day-to-day working relationships. 


For purposes of this policy, a relative is any person who is related by blood or marriage or whose 
relationship is similar to that of persons who are related by blood or marriage which includes husband, 
wife, son, daughter, mother, father, brother, sister, aunt, uncle, niece, nephew, step or in-law relatives, 
or domestic partners. 


Relatives of current employees will not be eligible for employment with the Company nor can they be 
transferred into a position where potential problems of supervision, safety, security, morale, or potential 
conflicts of interest may exist. 


If a working relationship develops between employees where a close emotional, physical, or romantic 
tie would cause a potential conflict of interest, such as where one employee supervises the other, or 
has any influence over the other's employment, performance appraisal, salary, promotions or 
disciplinary actions or work in a job position in which a potential problem of safety, security, 
supervision, or morale could arise, the Company will make a decision regarding job placement or 
transfer. 
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If the Company decides a transfer is not feasible, then the two employees will be given the opportunity 
to decide which person will be required to resign. If the employees cannot reach a decision, then the 
Company will take such action as best meets its business needs. If such a relationship develops, it is 
the responsibility of the people involved to report the relationship to their manager and to Human 
Resources for resolution. 


In cases where a conflict or the potential for conflict arises between two employees, even if there is no 
reporting relationship involved, the Company reserves the right to separate the parties by transferring 
or separating one or both of the employees from the Company. 


With people who are married, the Company shall respect the marital relationship in accordance with 
applicable law and shall not compel the resignation of either employee—but all other restrictions and 
procedures shall still apply. 


Outside Employment 


You may hold a job(s) outside of the Company, or engage in income-generating activities, as long as 
you meet the performance standards of your job with the Company and your job is not materially 
impacted. You will be subject to the Company’s scheduling demands regardless of any existing 


outside work requirements—and if you cannot meet scheduling demands, you may be terminated. If 
management determines that your outside work interferes with your performance, or your ability to 
meet the requirements of your position with the Company, we may request that you terminate your 
outside employment if you wish to remain with the Company. Outside employment that constitutes a 
conflict of interest (such as with a competitor, or supplier) is prohibited. Outside employment while on 
a bona fide and approved leave of absence from the Company is also prohibited. 


Code of Ethical Standards, Business Practices and Conduct 


The reputation and success of Del Taco is based on the competence, proper conduct, and sound 
business judgment of our employees. Accordingly, employees must conduct themselves at all times 
within both the spirit and letter of the law. Their actions must reflect the highest standards of business 
and personal ethics. Each of us is responsible not only for our own conduct, but also for ensuring that 
those whom we supervise conduct themselves in a manner consistent with the highest ethical 
standards. 


The information is set forth in a Code of Ethics for Del Taco. While the Code is comprehensive and 
should be consulted whenever questions of conflict, opportunity, or competing interests present 
themselves in our daily work, it may not answer all ethical questions that we face at work. We must 
continue to rely on our sense of what is right and prudent. 


You are expected to review and understand the Company’s Code of Ethical Standards, Business 
Practices and Conduct for further clarification. 


To confidentially submit a concern, complaint, or suspected violation, including a concern about the 
Company's accounting controls or auditing matters, you may report any issues through the Employee 
Ethics and Compliance HelpLine. 
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Be assured that an employee who reports a suspected violation in good faith will not be subject to 
retaliation and his or her confidentiality will be protected in accordance with applicable law. 


If any person believes that he or she has been subjected to any retaliation, he or she may file a 
complaint. If it is determined that an employee has experienced any improper employment action, 
such employee will be entitled to appropriate corrective action. 


The Company will promptly take appropriate action if you engage in conduct that is considered 
unacceptable. 


Care of Equipment and Company Property 


All equipment provided by the company including but not limited to lockers, file cabinets, computers, 
fax machines, electronic mail, phones, voicemail, and other items are considered to be company 
property and are to be used for business purposes only. You are expected to use proper care when 
using the Company’s property and equipment. No property may be removed from the restaurant 
without the proper authorization of management. If you lose, break, or damage any property, report it 
to your Manager immediately. 


Workplace Searches 


To protect property and to ensure the safety of all employees and guests, the Company reserves the 
right to conduct searches consistent with applicable law, and to inspect any packages, parcels, 
purses, handbags, backpacks, lunchboxes or any other possessions or articles carried to and from 
the Company’s property. In addition, the Company reserves the right to search any employee’s files 
(hard copy or electronic), lockers, equipment, desks, drawers, or any other area or article on our 
premises. 


Employees should not have an expectation of privacy with respect to possessions or articles they take 
with them onto Company property and are thus encouraged to leave such private articles at home. 
The Company also utilizes surveillance cameras in its shared work areas to monitor employee and 
guest behavior, safety, and company property. 


In this regard, it should be noted that all files, lockers, equipment, etc. are the property of the 
Company, and are issued for the use of employees only during their employment. Inspections may 
be conducted at any time at the discretion of the Company in a manner consistent with federal and 
state laws. 


Where management has reason to believe that a theft has occurred, employees may also be asked to 
empty their pockets or open their bags. Refusal to do so may result in immediate suspension and/or 
termination. In any event, the Company may report such matters to the authorities for prosecution. 


Persons entering the premises who refuse to cooperate in an inspection conducted pursuant to this 
policy may not be permitted to enter the premises. Employees working on or entering or leaving the 
premises who refuse to cooperate in an inspection as well as employees who, after the inspection are 
believed to be in possession of stolen property, alcohol, weapons, or illegal drugs will be subject to 
disciplinary action, up to and including termination. 
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Social Media Policy — Executive Summary 


To ensure consistent communication regarding the Del Taco brand and products, Del Taco 


employees should consider the following policies prior to engaging in any online activity: 


a) Rumors: Be careful not to confirm or deny any rumors related to Del Taco, its 


competitors, or their respective products in any way. 


b) Speaking on Behalf of Del Taco: No employee, manager, or Franchisee, other than a 
designated Del Taco spokesperson authorized by Del Taco’s Marketing or Legal 


Department may purport to speak on behalf of Del Taco. 


i. Guidelines for Authorized Spokespeople: |f you have been authorized by Del 
Taco to publicly discuss Del Taco, you must follow the Del Taco Endorsement 


and Testimonial Guidelines (attached as Exhibit A) 


ii. Commenting on Social Media Pages: Do not post or leave comments of any kind 
on Del Taco-branded Social Media pages or in response to Del Taco related 
content posted on non-Del Taco sites unless you are specifically authorized by 


Del Taco’s Marketing and Legal Departments to do so. 


C) Criticism of Del Taco: If you see misrepresentations made about Del Taco online, do 
not respond. Inform Del Taco’s Marketing Department, who will decide how to respond. 


d) Confidential/Proprietary Information: Do not post via an Internet Posting confidential 


or proprietary information about Del Taco or about any third party. 


e) Images/Pictures: Do not post images or pictures of Del Taco property, Colleagues, 


customers, or vendors on the Internet or as Internet Postings. 


f) Logos/Trademarks: Do not develop any area specific or store specific Del Taco 
Websites, Facebook Pages, or Twitter Feeds: The use of Del Taco logos and trademarks 
on non-Del Taco websites or Internet Postings is forbidden, without obtaining written 


permission from Del Taco Marketing and Legal Departments. 


g) Authenticity: Do not misrepresent yourself online (e.g., pretend to be a disgruntled 


customer and post negative remarks about Del Taco or a competitor). 


h) Employee Etiquette: Managers are advised not to “friend” any subordinate employee 


through Social Media 


i) User Generated Product or Marketing Suggestions: If you see a Del Taco product 


suggestion or idea on any Internet Postings, please notify Legal. 


j) Policy Violations: Violation of this Policy by employees of Del Taco may lead to 
disciplinary action up to and including termination. A Franchisee’s failure to comply with 
this Policy may be considered a default of its obligations under the terms of their 
Franchise Agreement and may result in the termination of the Franchise Agreement. 
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Social Media and Social Networking Policy 


The following is the Social Media and Social Networking Policy (“Policy”) of Del Taco LLC (“Del Taco”). 
In order to establish a common organizational voice, promote brand consistency and protect consumer 
confidence in our brand, we have established this Policy. 


What this Policy Covers 
Social media and social networking include, but is not limited to: 


blogging, micro blogging (Twitter, Plurk); 

business networking sites (LinkedIn, Plaxo); 

personal networking sites (Facebook, Instagram, Twitter, Tik Tok, SnapChat, MySpace); 
e-mail and other message lists and newsletters; 

personal websites; 

photo sharing (Flickr, Twitpic); 

video sharing (YouTube, Vimeo); 

podcasts, lifecasting (Blogtv, Qik); 

Wikis (Wikipedia); 

Internet Postings on these and similar websites, whether they exist now or come into 
existence after the Effective Date of this Policy. 


The absence of or lack of explicit reference to a specific website does not limit the extent of the 
application of this Policy. This Policy applies to private and public online communications, including 
web logs, websites, broadcast e-mails, instant messaging, text messages, chat rooms, etc. All of these 
activities are referred to as "Internet Postings” in this Policy. Accordingly, the use of the term Internet 
Postings in this Policy does not restrict its application only to those activities. Rather, it includes all 
private and public online communications. 


In general, what Del Taco employees do during their own time is their own affair. However, activities in 
or outside of work that affect job performance, the performance of others, or Del Taco’s business 
interests are a proper focus for this Policy. If an employee chooses to identify himself or herself as a 
Del Taco employee and/or discuss matters related to Del Taco’s business on Internet Postings, they 
should bear in mind that some readers nonetheless may view the employee as a de facto spokesperson 
for Del Taco. In light of that possibility, Del Taco requires that its employees follow the guidelines set 
forth below. 


In addition to Del Taco employees, this Policy also will apply to contractors, consultants, vendors, or 
others who are given the Policy and asked to comply with it in connection with providing services to Del 
Taco (collectively, “Colleagues”). 


This Policy also includes Del Taco Endorsement and Testimonial Guidelines (attached as Exhibit A and 
incorporated herein by reference), which applies to anyone authorized or otherwise engaged by Del 
Taco to publicly discuss Del Taco. 
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Specifics of this Policy 


Colleagues may use their personal Internet Postings to express their thoughts or promote their ideas 
where they do not conflict with Del Taco’s policies or business or demonstrate a lack of professionalism. 
As set forth in the Rules below, certain Internet Postings must be approved by Del Taco. 


Unless otherwise authorized by Del Taco’s Marketing and Legal Departments, Colleagues may 
maintain personal websites or Internet Postings only on their own time and only using their own and not 
Del Taco’s facilities, equipment, computers (personal computers, laptops, servers, or handheld 
devices), networks or email accounts. A Del Taco employee’s Internet Posting activities should not 
interfere with the employee’s work. Del Taco reserves the right to monitor its facilities, equipment, and 
computers to ensure compliance with this restriction. 


The content of Internet Postings maintained by Colleagues in any way related to Del Taco should not 
be offensive, obscene, defamatory, threatening, infringe on intellectual property or other legal rights, 
invade the privacy of anyone, contain illegal content, or be illegal or injurious to another person. Any 
illegal activity may be reported to law enforcement officials for investigation and prosecution. In addition, 
employees of Del Taco, by law, have a fiduciary duty to act in the best interests of Del Taco and, 
therefore, may not make or publish any Internet Postings that disparage Del Taco or its Colleagues. 


Rules of the Road 


The following rules (“Rules”) apply unless other specifically approved in writing by Del Taco’s Marketing 
and Legal Departments: 


a) Rumors: Be careful not to confirm or deny any rumors related to Del Taco, its 
competitors, or their respective products in any way. 


b) Speaking on Behalf of Del Taco: No Colleague other than a designated Del Taco 
spokesperson authorized by Del Taco’s Marketing or Legal Department may purport to 
speak on behalf of Del Taco by Internet Postings or otherwise. For instance, if you blog 
or comment regularly about the industry, please inform Del Taco’s Marketing Department 
or Human Resources. If your blog or other Social Media generates coverage that relates 
to Del Taco, its business, products, customers, partners, or competitors, you should 
inform Del Taco’s Marketing Department via the corporate phone number 949-462-9300. 


i. If Contacted by the Media: |f amember of the news media or a blogger contacts 
you about an Internet Posting that concerns the business of Del Taco, or 
otherwise, refer that person to Del Taco’s Marketing Department. 


ii. Discussing Del Taco: As a Del Taco employee you should ensure that whether 
or not you identify yourself online as an employee of Del Taco that you make it 
clear you are not speaking on behalf of Del Taco. If you discuss matters related 
to Del Taco on an Internet Posting, you must include a disclaimer (similar to the 
one below) in a prominent position identifying your connection to Del Taco (e.g., 
a Del Taco employee) and stating that the Internet Posting does not express the 
views of Del Taco, and that you are expressing only your personal views. The 
disclaimer should be repeated for each posting. 


1. The postings on this website are mine alone and do not 
necessarily reflect the positions, strategies, or opinions of my 
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Del 


c) 


d) 


employer, [Del Taco] [a Del Taco Franchisee] [Del Taco Vendor]. 
[Choose applicable designation.] 


NOTE: Colleagues should keep in mind that if they post information 
on an Internet Posting that is in violation of this Policy, or federal, 
state, or local law, the disclaimer will not shield them from 
disciplinary and/or legal action. 


ili. Guidelines for Authorized Spokespeople: |If you have been authorized or 
otherwise engaged by Del Taco to publicly discuss Del Taco, you must follow the 
Del Taco Endorsement and Testimonial Guidelines (attached as Exhibit A), and 
if you employ or engage others to do so, you must require them to likewise follow 
these Guidelines. 


iv. Commenting on Social Media Pages: Do not post or leave comments of any kind 
on Del Taco-branded Social Media pages or sites unless you are specifically 
authorized by Del Taco’s Marketing and Legal Departments to do so. 


v. Commenting on Posts Left by Others: Do not reply to comments left by others, 
or remove such comments, on Del Taco-branded or other sites unless you are 
specifically authorized by Del Taco Marketing and Legal Departments to do so. 


vi. Employee Website/Weblog Commentary: Del Taco shall have the right to request 
that an employee temporarily confine the employee’s website or weblog 
commentary to topics unrelated to the Del Taco (or, in some cases, that the 
employee temporarily suspend the employee’s website or weblog activity 
altogether) if it believes it necessary or advisable to ensure compliance with 
securities regulations or other laws. 


vil. Online Referrals/Recommendations: Some social websites (e.g., Linkedin.com) 
provide opportunities for members to write recommendations or referrals for 
friends and/or colleagues. It is against this Policy to create an impression or the 
appearance that Del Taco is endorsing an individual for the purposes of 
employment or endorsing vendors for engagement. All employment and 
engagement references will be completed by the Human Resources Department. 


viii. Del Taco Policies: Follow all other Del Taco policies that regulate conduct that 
may apply to Internet Posting activity including, but not limited to, policies related 
to ethics, harassment, standards of conduct, noncompetition, protecting 
confidential and/or proprietary information and computer usage policy. 


Criticism of Del Taco: If you see misrepresentations made about Del Taco by media, 
competitors, analysts, bloggers, or anyone else, inform Del Taco’s Marketing 
Department, who will decide how, and if, to respond. Mention if someone is a repeat 
offender. Do not correct errors or misrepresentations on your own. This includes, for 
example, errors on “wikis”. 


Confidential/Proprietary Information: Do not post via an Internet Posting confidential 
or proprietary information about Del Taco or about any third party that disclosed 
information about Del Taco. This includes, but is not limited to, information about 
trademarks, upcoming product releases, sales, store counts, training, finances, number 
of products sold, number of Colleagues, Del Taco strategy, food preparation methods, 
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etc. This includes posts or communications that are marked as “private” but go through 
a Social Media platform. 


i. Posting Names: Do not post the names of Del Taco customers, Colleagues, or 
vendors on an Internet Posting, except to the extent necessary to conduct official 
Del Taco business (e.g., in private e-mail communications in the scope of your 
duties). 


Images/Pictures: Do not post images or pictures of Del Taco property, Colleagues, customers, or 
vendors on the Internet or as Internet Postings. Use of any type of photographic, video, or audio 
equipment to record Colleagues, customers, stores or any Del Taco property, without proper 
approval, is strictly prohibited. 


e) Logos/Trademarks: Do not develop any area specific or store specific Del Taco 
Websites, Facebook Pages, or Twitter Feeds. Do not use Del Taco logos or trademarks 
on non-Del Taco websites or Internet Postings or link to Del Taco websites or post Del 
Taco material on a website or Internet posting unless written permission is obtained from 
Del Taco’s Marketing and Legal Departments. Do not reproduce Del Taco materials 
without obtaining written permission from Del Taco Marketing and Legal Departments. 


i. 3 Party Trademarks and content: Do not post or otherwise use third party 
trademarks, content, or other materials, in connection with Del Taco, without 
permission of such third party(ies) and Del Taco’s Legal Department. 


f) Vendor Relationships: Del Taco vendors and their employees and contractors may 
not reference their relationship, other than to identify their connection with Del Taco when 
acting within the scope of their duties for Del Taco, without written approval of Del Taco’s 
Marketing and Legal Departments. 


g) Authenticity: Do not misrepresent yourself online, and you should not use a false or 
misleading username or pseudonym. For instance, don't pretend to be a disgruntled 
customer and post negative remarks about a competitor. 


h) Employee Etiquette: Managers are advised not to “friend” any subordinate employee 
through Social Media. Managers should not “fan” “follow”, “like” or make similar 
connections or accept invitations to do so through Social Media with people who are their 
subordinates. For examples, managers are advised not to “follow” a subordinate on 
Twitter. 


i. Addressing Policy Violation Concerns: \f you see something relating to Del Taco 
that you feel violates this Policy, is objectionable or otherwise concerns you, 
please let Del Taco’s Marketing or Legal Departments know. 


i) User Generated Product or Marketing Suggestions: If you see a Del Taco product 
suggestion or idea on any Internet Postings, please notify Legal. 


The same principles and guidelines that apply to Del Taco’s employees in general, as described in the 
Standards of Conduct of the Employee Handbook, apply to Del Taco employees’ activities on the 
Internet. Where no policy or guideline exists, Colleagues must consult with Del Taco Human 
Resources, Legal and/or Marketing before engaging in any internet/website activity related to Del Taco. 
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Policy Violations 


Violation of this Policy by employees of Del Taco may lead to disciplinary action up to and including the 
immediate termination, as well as federal prosecution of “Trademark” and “Theft of Trade Secrets” 
violations or state or local prosecution, along with civil infractions for damages. You can be held 
personally liable for Internet Postings found to be defamatory, libelous, or in violation of anyone’s 
intellectual or other property rights. 


This Policy is intended to establish general expectations and does not cover every possible situation 
that may arise in this new and dynamic area. Del Taco reserves the right to change, revise, eliminate, 
amend, or deviate from this Policy at any time, and Colleagues are responsible for regularly reviewing 
the terms of this Policy, which may be updated by Del Taco from time to time. 
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Shared Environment 
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Safety is Every Employee’s Responsibility 


Safety can only be achieved through teamwork and Del Taco has a strong commitment to provide a 
safe workplace and a fun environment for employees and guests. In order to meet these objectives, all 
employees must share in the responsibility of maintaining safety standards, must practice safety 
awareness by thinking defensively, anticipating unsafe situations, and reporting unsafe conditions 
immediately. 


Please observe the following: 

1. Familiarize yourself with the location of all exits and safety equipment in your work area. 

2. Notify your Manager of any emergency situation. If you are injured or become sick at work, no matter 
how slightly, you must inform your Manager immediately. 

2. Use, adjust, and repair equipment only if you are trained and qualified. 

3. Get help when lifting or pushing heavy objects. You are never required to do something physical 
which you are physically unable to handle; notify your manager if you feel that you are physically 
unable to perform a certain task. 

4. Understand your job fully and follow instructions. If you are not sure of the safe procedure, don’t 
guess; ask your Manager. SAFETY IS OUR #1 CONCERN! 

5. Know the locations, contents and use of first aid and firefighting equipment. 


Consult with your manager on the safety rules and regulations for your location. A violation of a safety 
precaution is itself an unsafe act. Employees placing themselves or others in danger, or any violation 
whatsoever of a safety guideline or policy or of common-sense, may lead to disciplinary action, up to 
and including termination. 


Stay alert and immediately report and clean up any minor hazards, which could possibly cause injury 
to our guests or ourselves. 


Despite our best efforts, accidents happen. In this event, inform management immediately. In 
addition, if you are injured on-the-job, in any way, you are also required to immediately report the 
injury to management. 


Personal Safety 


Personal safety is another issue of which we want you to be aware. While you are on duty make 
every effort to be aware of suspicious acting people or strangers on Company premises. If you notice 
an unauthorized person on Company premises contact a member of management, or if needed, the 
police. 


All employees who are issued keys to the restaurant are responsible for their safekeeping. Employees 
cannot make copies of keys and/or loan or provide them to anyone else. Please contact your General 
Manager, Area Director or Risk Management if your key is lost or stolen. 


For safety reasons, never disclose another employee’s schedule, home telephone number, address, or 
other personal information to anyone, including current or former employees of the Company. Refer 
these calls and requests to your Manager or Human Resources. 
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Each employee is expected to exercise caution and common sense in all work activities. Employees 
must immediately report any unsafe conditions or activities to their manager or Risk Management. 
Employees who violate safety standards, cause hazardous or dangerous situations, or fail to report or, 
where appropriate, remedy such situations, may be subject to disciplinary action, including termination 
of employment. 


In the case of an accident that results in injury, regardless of how insignificant the injury may appear, 
employees must immediately notify their manager, who will then notify Risk Management. 


Employee Security 


Entering and Exiting the Restaurant 


Each restaurant has a specific door designated as the Team Member entrance and exit. If the front door 
of the restaurant is the designated entrance, you must be appropriately dressed for work when arriving 
and leaving the restaurant and throughout your full shift. A “buddy” for safety precautions must 
accompany Team Members exiting the restaurant after dark or after the restaurant is closed. At NO 
TIME is anyone allowed to be in the restaurant by him/herself. 


Security 


Security is a serious concern for all of us — one that requires ongoing monitoring and adherence to 
established guidelines. It is our intent to take appropriate steps to safeguard our Team Members, 
Guests, and company property, and we depend on you to do your part. 


Here is a quick overview of some of the guidelines you should know and understand: 


e Inform your Manager immediately of any suspicious activities or individuals on or near 
Company property. 

e The rear service door must be locked at all times. 

e When accepting deliveries, the back door must only be opened for the delivery person to enter 
and exit, and it should never be unlocked or propped open. 

e Never let off-duty or former Team Members into the restaurant when the restaurant is not 
open, and never allow them behind the counter or through the back door, even if they are 
“friends.” 

e Never let any unauthorized person in the building before opening or after closing. 

e Absolutely no one is allowed in the office area without an authorized person (a Manager) 
accompanying them. 

e Off-duty Team Members are regarded as guests and should not be behind the counter or in 
office areas. 

e Each restaurant typically has designated parking for Team Members. Remember to always 
lock your car. 

e Always leave the restaurant in pairs at night if possible. Use the “Buddy System” when going 
outside, cleaning the parking lot, going to the dumpster, or going home. 

e Management cannot be responsible for any loss or damage to the personal property of Team 
Members or others using the premises, therefore any valuables should be left at home. 
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e Do not give out phone numbers of our Team Members to anyone; only Managers should give 
out phone numbers. 


Smoking in the Workplace 


Our Company is committed to providing a safe and healthy environment for employees and guests. 
Therefore, smoking and/or vaping is prohibited in or around our restaurants. In addition, cigarettes, 
cigars, pipes, e-cigarettes, and other tobacco substitutes are NOT permitted within our restaurants or 
in close proximity around them, including in parking lots. If you smoke, you may do so on your break, 
but only in the designated smoking areas of your restaurant. Smoking must be completely out of the 
guests’ view and nowhere near entrances and exits where our guests enter. 


Workplace Violence 


The Company is committed to providing a safe, violence-free workplace. In this regard, the Company 
strictly prohibits employees, consultants, customers, visitors, or anyone else on the Company’s 
premises or engaging in a Company-related activity from behaving in a violent or threatening manner. 


Violence or threats of violence by an employee or anyone else against any other employee, guest, 
supplier, contractor, consultant, or vendor will not be tolerated. The purpose of this policy is to 
minimize the potential risk of personal injuries to employees at work and to reduce the possibility of 
damage of Company property in the event someone, for whatever reason, may be unhappy with a 
company decision or action by an employee or member of management. 


If you receive or overhear any threatening communications from an employee or outside third party, 
report it to your manager or Human Resources at once. Do not engage in either physical or verbal 
confrontation with a potentially violent individual. If you encounter an individual who is threatening 
immediate harm to an employee or third party on our premises, contact security, your manager, or an 
emergency agency (such as 911) immediately. 


All reports of work-related threats will be investigated and kept confidential to the extent possible. 
employees are encouraged to report and participate in an investigation of any suspected or actual 
cases of workplace violence. Your failure to report or fully cooperate in an investigation could result in 
discipline up to an including termination of employment. The Company will not tolerate retaliation 
against any employee who reports workplace violence. 


If the Company determines that workplace violence has occurred, the Company will take appropriate 
corrective action and will impose discipline on offending employees. The appropriate discipline will 
depend on the particular facts but may include written or oral warnings, probation, reassignment of 
responsibilities, suspension, or termination. If the violent behavior is that of a non-employee, the 
Company will take appropriate corrective action in an attempt to ensure that such behavior is not 
repeated. 
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Weapons in the Workplace 


To ensure that Del Taco maintains a workplace safe and free of violence for all employees, the 
company prohibits the possession or use of dangerous weapons on company property. 


All employees are subject to this provision, including contract workers and temporary employees as 
well as visitors and customers on company property. A license to carry the weapon on company 
property does not supersede company policy. Any employee in violation of this policy will be subject 
to disciplinary action, up to and including termination. 


Drug and Alcohol Policy 


The Company recognizes a responsibility to help provide a safe and productive work environment for 
all employees and to minimize the public safety risks of our operations. The Company has a particular 
concern about substance abuse, since it can affect an employee’s productivity and efficiency, 
jeopardize the safety of the employee, co-workers and the public, impair the reputation of the 
Company and its employees and violate state and federal statutes. For these reasons, we have 
developed this policy to deal with those whose drug or alcohol use affects the rest of us. 


The use, purchase, sale, transfer, possession, being under the influence, or the presence in one’s 
system of a detectable amount of an illegal drug (which includes improper use of prescription, 
marijuana or OTC drugs) by any employee is prohibited (1) on Company premises, (2) where the 
employee is performing Company business off premises, or (3) where such activity away from 
Company premises or business affects the employee’s suitability for continued employment or may 
harm the reputation of the Company and its employees. 


Employee Assistance and Drug-Free Awareness 


Illegal drug use and alcohol misuse have a number of adverse health and safety consequences. 
Information about those consequences and sources of help for drug/alcohol problems is available 
from the Employee Assistance Program. 


Del Taco will assist and support employees who voluntarily seek help for such problems before 
becoming subject to discipline and/or termination under this or other policies. Such employees may be 
allowed to use accrued paid time off, placed on leaves of absence, referred to treatment providers 
and otherwise accommodated as required by law. Such employees may be required to document that 
they are successfully following prescribed treatment and to take and pass follow-up tests if they hold 
jobs that are safety sensitive or that require driving or if they have violated this policy previously. 


Employees should report to work fit for duty and free of any adverse effects of illegal drugs or alcohol. 
This policy does not prohibit employees from the lawful use and possession of prescribed 
medications. Employees must, however, consult with their doctors about the medications’ effect on 
their fitness for duty and ability to work safely and promptly disclose any work restrictions to their 
manager. Employees should not, however, disclose underlying medical conditions unless directed to 
do so. 
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Testing for Drugs and Alcohol 


Del Taco has a vital interest in the health and welfare of its employees. The misuse and abuse of 
alcohol and drugs by employees pose serious threats to the safety and health of the employees, the 
public and the efficient operation of the organization. Accordingly, Del Taco seeks to maintain a drug 
and alcohol-free environment. 


All employees should be aware that they may face drug or alcohol testing at any time for a safety 
related incident, or if drugs or alcohol are suspected, or as part of a general drug or alcohol screening 
program, as legally permitted. Refusals to cooperate may, in accordance with applicable laws, 
subject an employee to discipline including termination. 


e Reasonable suspicion: Employees are subject to testing based on observations by a 
manager of apparent workplace use, possession, or impairment. Human Resources must be 
consulted before sending an employee for reasonable suspicion testing. 

e Post-accident: Employees are subject to testing when they cause or contribute to accidents 
that seriously damage a company vehicle, machinery, equipment, or property and/or result in 
an injury to themselves or another employee requiring off-site medical attention. In any of 
these instances, the investigation and subsequent testing must take place within two (2) hours 
following the accident, if not sooner. 


e Follow-up: Employees who have tested positive, or otherwise violated this policy, are subject 
to discipline up to and including discharge. Depending on the circumstances and the 
employee’s work history/record, Del Taco may offer an employee who violates this policy or 
tests positive the opportunity to return to work on a last-chance basis pursuant to mutually 
agreeable terms, which could include follow-up drug testing at times and frequencies for a 
minimum of one (1) year but not more than two (2) years. If the employee either does not 
complete his/her rehabilitation program or tests positive after completing the rehabilitation 
program, he/she will be subject to immediate discharge from employment. 


Alcohol 


The possession, consumption, purchase, or sale of alcohol on Company premises is prohibited. 
Furthermore, no employee shall be under the influence of alcohol while on Company premises or 
while performing Company business off Company premises. Any exception to this policy for special 
situations (e.g., Christmas parties) must be approved in advance by the Chief Executive Officer and 
conducted in accordance with any limitations that accompany such approval. In addition, persons 
whose positions with the Company require driving as a part of their work may be removed or 
terminated from such positions if found to have been driving under the influence of alcohol or 
controlled substances whether on duty or off duty. 


Legal Drugs 
“Legal drugs” are those prescribed or over-the-counter drugs that are legally obtained by the 


employee and used for the purpose for which they were prescribed and sold. Even such legal drugs 
may affect the safety of the employee or co-workers or members of the public. 
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Therefore, any employee who is taking any legal drug (including legal use of marijuana) that might 
impair safety, performance, or any motor functions must advise his or her manager before reporting to 
work under such medication. If the Company determines that such use does not pose any safety or 
product quality risk, the employee will be permitted to work. 


Illegal Drugs 


“Illegal Drugs” are drugs or controlled substances which are (1) not legally obtainable, or (2) legally 
obtainable but not obtained in a lawful manner. Examples may include cocaine and/or prescription 
drugs that were not lawfully obtained. 


Confidentiality 


Information and records relating to positive test results, drug and alcohol dependencies and legitimate 
medical explanations provided to Human Resources shall be kept confidential to the extent required 
by law and maintained in secure files separate from normal personnel files. 


Inspections 


Del Taco reserves the right to inspect all portions of its premises for drugs, alcohol, or other 
contraband. All employees, contract employees and visitors may be asked to cooperate in inspections 
of their persons, work areas and property that might conceal a drug, alcohol, or other contraband. 
Employees who possess such contraband or refuse to cooperate in such inspections are subject to 
appropriate discipline up to and including discharge. 
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